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FOREWORD 


This manual introduces the ETV 260 word processing system and teaches you 
how to use it. It is divided into sections to make it easy for you to locate the infor- 
mation you need. 


“Getting to know the system” gives you an overall view of the system and 
describes each component. Be sure to read this section carefully. 


“Using the system’”’ is a series of independent modules, each of which describes 
a single feature. You may read them in the order given here or in any order you 
wish, using the index as a guide. This lets you tailor the manual to meet your 
own application needs. For learning purposes, this section is divided into three 
parts. 


The ‘‘Examples”’ are designed to be used for reference or as a series of practice 
exercises. Each example is identified with a number matching the number in the 
module to which it refers. 


“Typewriter mode”’ also consists of independent modules and shows how you 
may use the system as a conventional typewriter for quick typing jobs. 


“Review tables’, ‘‘Supplies’”’ and an ‘‘Index’’ complete the manual. 


References: None 
Distribution: General 
First edition: October, 1986 
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INTRODUCTION 


The ETV 260 is an electronic typing system equipped with disks to store your 
texts and a screen that displays the text you type as it will appear in the printed 
document. 


The system is extremely easy to use. You type a text as you would on a conven- 
tional typewriter and the screen shows how the printed text will look on paper. 
.You may modify it easily to ensure the desired result. The text can be printed, 
stored on a disk and reused. Special functions let you manage the file of texts. 


Operator messages and “‘help’’ messages are available to guide you as you 
work. 


You may use the system as a conventional typewriter for quick typing jobs by 
pressing a single key to activate “‘Typewriter mode’’. 


The system comes with two disks. One contains the word processing program 
(called OLITEXT SWS) as well as special programs for creating charts, perform- 
ing arithmetic calculations and drawing lines. The other is a blank disk to store 
your texts. 


The system comes with both parallel and serial interfaces for future expansion. 
Since the ETV 260 is an MS-DOS system and its keyboard includes standard 
personal computer keys, you may use any compatible software. If you are familiar 


with MS-DOS procedures, you may use the ETV 260 as a conventional MS-DOS 
based system. 
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2. GETTING TO KNOW THE SYSTEM 


GETTING TO KNOW THE SYSTEM 


The main components of the 
system are: 


a screen 


a system unit 


a disk drive 
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The system also includes: 


Interfaces 


Options: 


Fixed and mobile video supports 


2-3 


SCREEN 


Text is displayed on a 12-inch 
screen. 


There are two knobs on the han- 
dle above the screen. Use the 
one on the left to adjust the 
brightness and the one on the 
right to adjust the contrast. 


The screen displays: 


five ‘‘status lines”’ (four above 
the text and one below) that 
are used for messages and 
operator information; 


20 text lines of 78 characters 
each. Longer lines may be 
displayed by using a horizon- 
tal scrolling feature that will be 
explained later in the manual. 
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Characters may be displayed 
with one or a combination of the 
following attributes: normal in- HIGH INTENSITY 
tensity, high intensity, “‘reverse’’, 
underlined, blinking. 


UNDERLINED 


—\ | VE 
— _ BLINKING = 
pe | So 


You may place the screen direct- 
ly on your desk, using the ad- 
justable foot to obtain the 
desired viewing angle, or you 
may place the screen on one of 
the optional supports. 
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SYSTEM UNIT 


The electronic components in- 
side the system unit serve as the 
“‘brains’’' of the system. They 
include: 


Working memory 


The working memory is called a 
“volatile’’ memory because you 
may delete its contents by using 
a special procedure or by turn- 
ing the system off. It has a 
capacity of 640,000 characters. 


It lets you work on a text of up 
to about 65,000 characters that 
you may print, store on a disk, or 
delete to make room for another 
one. 


Operating system? 


This contains part of the basic 
program that enables the system 
to perform word processing 
functions. 


1 an 8088 4.77 MHz microprocessor 
2 MS-DOS, registered trademark of 
MICROSOFT, INC. 
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¢ VOLATILE 
e¢ 640,000 characters 


e 65,000 characters/text 


¢ one text at a time 


OPERATING SYSTEM 


e part in the system unit 


* part on the program disk 


DISK DRIVE 


Your system may have one (A) 
or two (A and B) disk drives 
depending on the model you 
select. 


Disks are automatically ejected 
at the touch of a button. 


The light on the disk drive goes 
on when the drive is operating. 
Never remove the disk from a 
drive whose light is on. You 
could damage the disk or delete 
its contents. 
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DISKS 


The system uses the following 
type of specially formatted’ 
disks: 


- 31/2 inches in diameter 
- 720,000 character capacity 
- double side/double density 


- enclosed in a rigid plastic case 
to protect the magnetic con- 
tents. 


Use 
These disks may be used as: 


- Program disk: This is the disk 
that contains the operating 
system. One program disk is 
supplied with the system and 
you may make a duplicate 
copy if necessary. It is iden- 
tified with a label as shown in 
the drawing, where ‘‘x’’ 
represents the keyboard code 
and “‘y” the country for which 
the disk was prepared. 


=k 


Disks delivered with the system are 
already formatted. Purchased disks 
must be formatted as described in this 
manual. 
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Data disks. You use these 
disks to store texts you type on 
the keyboard, copy from other 
disks, or transfer from other 
compatible systems. 


Each disk has a capacity of 
about 720,000 characters — 
about 360 pages — and can 
contain texts of up to about 
65,000 characters each. 


Data disks do not have an 
identification label. You label 
them yourself according to the 
contents of the disk. Each box 
of disks contains a set of blank 
labels. 


Disk handling 


Make sure you store the disks: 


in an environment that is 
neither too hot nor too cold 


at average humidity 
away from magnetic fields 


\ 


in an upright position 


50° - 100° F © 


KEYBOARD 


This is the input unit for texts that 
you type. 


Poor 


esse 


(I 
p- 


It plugs into the front of the 
system unit. 


You may attach it to the system 
unit with two hooks. 
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You may vary the angle with the 
feet underneath the keyboard. 


The positions of the characters 
and symbols are similar to those 
on a conventional typewriter. 
However, for learning purposes, 
we have divided it into two 
groups of keys as follows: 


Alphanumeric keyboard 


This contains the letters of the 
alphabet and numbers as well as 
certain symbols used in other 
languages or belonging to inter- 
national codes’. 


1 ASCII and ISO characters not includ- 
ed on the standard keyboard. 


Letters and symbols used in the 
English language are printed on 
the keytops. 


Letters and symbols forming part 
of the ‘‘expanded keyboard”’ and 
“second keyboard” are printed 
on the key fronts. 


Letters and symbols enclosed in 

LA signs are called ‘‘second 
keyboard”’ characters. You may 
display them and print them with 
the daisy wheel supplied with the 
system. 


You can display the other letters 
and symbols on the key fronts 
(those not enclosed in /_\ ) but 
you can print them only if an in- 
ternational daisy wheel’ is in- 
serted in the print unit. 


The symbols on the key fronts 
are printed with the key. 
You will learn how to use it later 
in the manual. 


1 You may purchase international daisy 


wheels wherever Olivetti supplies are 
sold. 
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If you hold a key down, the 
character will be displayed or 
printed continuously. 


Function keys 


You use these keys to give 
special commands and activate 
system functions. 


The functions are activated in 
one of the following two ways: 


- by pressing the key alone 
- by holding down the 


key and simultaneously press- 
ing another key. 
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Word processing functions are 
printed on the tops of the func- 
tion keys. The key fronts show 
conventional typewriter functions 
to the left and personal computer 
functions to the right. 


Each of these keys will be 
described in turn. For a brief 
description of their functions, 
characteristics and the operating 
mode in which they are used, 
see the Review Table entitled 
“Keys and Functions’’. 


a 
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PRINT UNIT 


This is the unit that produces 
hard copy of your texts at 30 
characters per second. For learn- 
ing purposes, the elements 
directly relating to the print unit 
are considered to be part of it 
(e.g. graduated scales, paper 
movement keys). 


Platen 


The platen is 17’ (432 mm) long 
and permits a maximum writing 
line of 13.2” (835 mm). 


The number of characters per 
line depends on the print pitch 
you are using. 


Reference scales 


These give you the exact posi- 
tion of the print unit according to 
the pitch you are using. 
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Sliding paper guide 


This is used to establish an ex- 
act position for the sheet of 
paper on the platen so that the 
pagination of each sheet is iden- 
tical. 


Paper positioning devices 
LEVER A 


Pushing this lever in the direc- 
tion of the arrow lifts the paper 
bail rod so that the paper feeds 
freely. 


Pushing the lever all the way 
feeds paper automatically, pro- 
vided you have previously in- 
serted the upper edge of the 
sheet behind the platen. 
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LEVER B 


Pushing this lever in the direc- 
tion of the arrow frees the paper 
from the platen rollers so that 
you may align it manually. 


Paper handling key 


This presets the system for 
automatic paper handling and 
printing. 


Paper positioning keys 


If the automatic paper handling 
condition is activated, these keys 
move the paper in half line steps 
up or down. 
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When pressed together with the 
key, these keys move 
the paper up or down in micro- 
metric steps. 


Horizontal paper sensor 


An optical sensor on the print 
unit can identify the position of 
a sheet in the platen and 
automatically adjust the left 
margin position to conform to the 
paper position. 


The system is delivered with the 
sensor on but you may turn it off 
and on again with the proper 
keys, provided that the automat- 
ic paper handling condition is ac- 
tivated. 
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Paper support 


The paper support comes in two 
sections and you may use one or 
both. Insert it in the slots to the 
rear of the platen. 


Anti-glare shield 


You may regulate the anti-glare 
sheld to suit your lighting con- 
ditions. 


Multiple copy control lever 


This lever to the right of the rib- 
bon cartridge is used to accom- 
modate varying numbers of 
copies. 


The topmost position lets you 
type up to one original and six 
copies. 


Daisy wheel 


This is the printing element that 
you may change according to 
the keyboard, the print pitch and 
the type style you want to use. 


There are three identification 
marks in the middle of each 
daisy wheel that indicate: 


- pitch (10, 12, 15 or PS) 
- type style (pica, elite) 
- national keyboard (three digits) 


If the daisy wheel you are using 
has ‘‘optical recognition’, the 
system recognizes the pitch and 
automatically adjusts all of the 
pitch-related conditions. The 
daisy wheel supplied with the 
system includes the optical 
recognition feature. 
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Optical recognition daisy wheels 
come with an adapter for 
automatic insertion in the print 
unit. If you use a daisy wheel 
without optical recognition, you 
can insert the adapter yourself 
by following the instructions on 
the adapter package. 


For instructions on how to insert 
and remove the daisy wheel, see 
the section entitled “‘Supplies”’. 


Ribbon cartridge 


There are four types of ribbon 
cartridge: 


- fabric, approx. 1,500,000 char- 
acters/ribbon 


carbon, approx. 200,000 char- 
acters/ribbon 


multi-strike carbon: approx. 
800,000 characters/ribbon 


correctable carbon: approx. 
200,000 characters/ribbon 


The cartridges are labelled as 
shown on the right. 


See the section entitled ‘‘Sup- 
plies” for instructions on how to 
replace the ribbon cartridge. 


TYPECART FABRIC 


TYPECART CARBON 


TYPECART MULTISTRIKE 


TYPECART CORRECTABLE 
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Correcting tape 


This is used only when the 
system is operating in conven- 
tional typewriter mode. There are 
two types: 


LIFT-OFF can be used only with 
correctable carbon ribbon. It lifts 
off the incorrect character. 


oo0000 
° 


° 
° 
(fo< O00 0¢ °}| 


COVER-UP is used with the 
other ribbon types. 


See the section entitled ‘‘Sup- 
plies” for instructions on how to 
replace the correcting tape. 
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Other standard and optional 
features 


The serial and parallel interfaces 
supplied with the system are 
used to communicate with other 
systems using these interfaces. 


i 


we 


There are two options (fixed and 
mobile supports) on which you 
may set the screen. 
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3. USING THE SYSTEM 


A. BASIC FEATURES 
B. AUXILIARY FEATURES 
C. ADVANCED FEATURES 


A. BASIC FEATURES 


we 


4 


Reo, 


~ 


USING THE SYSTEM: HOW TO READ THIS MANUAL 


This section is divided into individual modules, each of which describes all of 
the steps for each procedure — how to perform it, modify it, delete it, etc. The 
order was chosen to simplify the learning process, but you may read the modules 
in any order you wish. Each module is independent. When necessary, its rela- 
tionship to features described in other modules is explained. Each module is 
presented in the format described below. 


FEATURE NAME AND USED 


Following the name is a brief description of the feature and several of its uses or advantages. 
This tells you immediately if it is the one you want and exactly what you will learn. If you want 
to see an example or practice the feature, see the corresponding number 


H The text following this symbol tells you what conditions must or must not exist in order 
to perform the procedure described. It prevents you from skipping previous procedures 
that are necessary pre-requisites. 


This column gives step by step This column shows you 
instructions for you to follow how to avoid or exit from 
such as the you must error conditions, describes 
press. This column describes what | other operations you may 
the system does or requests | perform in this step and 
with gives other relevant infor- 
messages mation. 
on the screen. 


When a step consists of alter- 
native operations, they will be 
indicated with dashes. 


- select the first alernative, 


or 


- select the second alternative. 


if you are reading the 
manual for the first time, 
follow the instructions 
given in color. 


HOW TO TURN THE SYSTEM ON AND OFF 


Turning the system on initiates a diagnostic procedure to verify that all components 
are functioning properly and readies it to accept the program disk. 


M@ The system is connected properly and is plugged into an appropriate elec- 
trical outlet. 


Press the ON/OFF switch on 

the right side of the system 

unit. The keyboard lights go on. | /f the word ‘‘Fail’’ is 
After several seconds, they | displayed next to one of 
go off and a list of the major | the components, turn the 
components is displayed, en- | system off and on again. If 
ding with: “Fail” is displayed, again, 
Floppy (A:) Not ready place a service call. 
and If the program disk is 
Boot-strap... already in drive A and all the 
blinking. components are functioning 
The system is ready to | properly, the program is 
receive the program disk. | loaded immediately. 


Turn to the next module. 
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PROGRAM DISK INSERTION/LOADING THE PROGRAM 


Since the software is housed on the program disk, you must load it in the memory 
each time you turn the system on. Certain procedures require you to insert the 
program disk again. They will be explained later in the manual. 


MA message asks you to insert the program disk. 


Insert the program disk in 
drive A as shown in the draw- 
ing and push it all the way in. 


The program name and 
copyright information are 
displayed. The programs that 
are being loaded are iden- 
tified, in sequence, on the 
bottom status line. 


After several seconds, the 
main menu is displayed. 


To remove the disk, simp- 
ly press the disk drive but- 
ton. The disk will be 
ejected automatically. 


If you have two disk drives 
you may insert data disks 
in drive A, or in drive B if 
there is a disk in A. 


If you have a single disk 
drive, remove the program 
disk when the main menu 
is displayed so that you 
may insert a data disk. 


Turn to the next module. 
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MAIN MENU: SELECTING AN OPERATION 


The main menu lists the basic operations you may perform. This module describes 
each item and explains how to select one. Certain main menu choices cause a 
“submenu’’ to be displayed. Submenu items are selected in the same way. 


M@ You have just inserted the program disk or you have performed a procedure 
that causes the main menu to be displayed. 


The following list of opera- 
tions is displayed: 


Create/Modify/Print 
Type, revise, print and store 
texts. 


Printing options 

Print a series of texts either 
individually or one after the 
other in a single operation. 


Display text list 

Display or print the name, 
comment and other informa- 
tion for each stored text. 


Disk utilities 

Copy or delete texts or disks 
or format disks. This item 
generates a submenu. 


Glossary maintenance util- 
ities 

Type, revise or consult 
phrases in a special file 
called the “‘glossary’’. This 
item generates a submenu. 


Pre-printed form 
Create and fill out pre-printed 
forms. 
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Merge 
Merge variable data into a 
form letter. 


Change parameters 
Display or modify certain 
system parameters. 


Exit from word processing 
Exit from the word process- 
ing (SWS) program and ac- 
cess MS-DOS environment. 


Press KW or GJ to access 
the item you want. The lighted rectangle shifts 
from one item to another as 
you press the keys. 


Press lati} to confirm 
your selection. 


The first message for the 
selected operation will 
replace or join the main 
menu on the screen. 


For detailed information 
about this item turn to the 
module entitled ‘‘Con- 
figuration parameters”. 


If you are reading the 
manual for the first time, 


select 


Create/Modify/Print 
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4 | Remove the program disk, if if you are reading the 


necessary. 
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manual for the first time, 
remove it. 


Whether or not you must 
remove the program disk 
depends on whether you 
have one or two disk drives 
and on the type of opera- 
tion you are performing. If 
the program disk is re- 
quired, a message will ask 
you to insert it if it is not in 
the disk drive. Some 
operations, such as those 
on the Disk utilities sub- 
menu, require that the pro- 
gram disk be inserted. 
These operations delete 
the other main menu 
operations from the work- 
ing memory and you must 
insert the program disk 
again to restore them. 


Turn to the next module. 


NAME A TEXT 


Each text on a disk or other storage device must be assigned a name so that 
it may be identified. You may begin typing a text without naming it but the system 
will request a name if you want to save it. You may also assign a comment to 
the text and indicate the drive in which you will save it. This module teaches you 
how to assign the name, comment and disk drive identification. 1 


Ee wag 


W@ You have selected Create/Modify/Print from the main menu as described 
under ‘‘Main menu: selecting an operation” and there is a data disk in the 
drive that will contain the text. 


Look at the screen. Type text name You may abort the opera- 
tion at any time by press- 


ing 


Type a name for the text. | The name may contain up to | /f you don't specify a drive, 
eight upper- or lower-case | the system automatically 
letters or numbers, without | selects A. 


spaces, plus two characters 


to identify the drive (A: or B:). | /f you make a typing error, 
feygeeree BKSP & CANCEL itera 
press or to posi- 


tion the cursor on the in- 
correct character and 


press Kea] . 


If you don’t want to assign 
a text name, go to step 3. 


If the text name exceeds 
ten characters (8 plus the 
drive name), the system 
will accept up to 24 since 
it is prepared for future ex- 
pansion. However, it will 


handle only ten. > 


Press iat . 


Type a comment if you wish 
(it’s optional) of up to 30 
characters. 


Press anit . 


New text name! 
Comment 


The top four ‘‘status lines’’ 
appear on the screen. The 
first two display operator 
messages and other informa- 
tion. The third and fourth in- 
dicate the margin positions, 
tab stops, etc. 


The system is ready to ac- 
cept text. 


If there is already a text 
stored with this name, the 
message New text name! 
will not appear. Press 
to abort the proce- 
dure and return to step 1. 


If you don’t name the text, 
the system will assign a 
temporary name (...???...) 
which you must change 
before you store the text. 


Turn to the next module. 


TYPE A TEXT 


Typing a text is much easier than on a conventional typewriter. Obviously, if your 
text includes special commands (for centered lines, tables, etc.), you must learn 
how to give them. This module teaches you how to type a simple text, using the 
standard format displayed on the status lines. Other modules will explain how 
to change the format and enter special commands. 1 


a 


Ml The status lines are on the screen and you have inserted a disk. 


1 Free: xxxxx 5 COWS SARA A 


CHARACTERS AVAILABLE MESSAGES ACCUMULATOR 
IN WORKING MEMORY 


2  XXXXXxxxx 
TEXT NAME 


3 I.mrgn12 length 72 pitch 12 In/pg60 I.feed1 page/line/char 1 1 1 
LEFT LINE PRINT LINES LINE COUNTER <cctsiasrstsserctanties PAGE LINE CHARACTER 
MARGIN LENGTH PITCH PER PAGE SPACING 
4 
LEFT TAB RIGHT 
MARGIN STOP MARGIN 
sl tl Ie 
JITTIN 
CURSOR 
POSITION 


MESSAGES 


If you make a typing error, 
press Kéa]] to delete the 
character at the cursor 
position. 

» 


The cursor moves to the right 
as you type and the charac- 
ter counter indicates your 
position on the line. 
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When you have typed the 
number of characters in the 
length 

parameter, the cursor moves 
to the next line and, if 
necessary to avoid breaking 
a word, the last word also 
shifts to the next line. 


Spaces between words are 
identified by dots. 


You should press 

only at the end of a para- 
graph. A symbol will be 
displayed. 


2 | Continue typing your text. 


The screen can display 20 
lines of text. When you begin 
typing the 21st line, the first 
one moves off the top of the 
screen. 


The screen can display 78 
characters per line. If your 
line is longer, part of your 
text moves off the screen to 
the left or right, depending 
on the cursor position. 


When you have typed the 
number of lines shown in the 
In/pg 

parameter, a solid line in- 
dicating the end of a page 
will be displayed. 
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ikem BKSP & CANCEL Mitac) 
delete characters to the left 
of the cursor. 


Press or to move 
the cursor back and forth 
on the current line; press 


or Wj to shift it from 


one line to another. 


You will not be able to 
verify the rest of the infor- 
mation in this module until 
you begin typing a more 
complex text and you know 
how to modify the format 
parameters. Just read it for 


| now. You will have a 


chance to apply it later. 


To display a line that is no 
longer on the screen, posi- 
tion the cursor on the top 
or bottom line and press 


Bo &. 


To display the rest of a line 
that is no longer on the 
screen, position the cursor 
on the leftmost or right- 
most character and press 
or 3. Five charac- 
ters at a time will scroll on- 
to the screen. 


Turn to the next module. 


~ 


CENTERING 


You may center one or more words between the margins in a single operation. 
1 


MH You have named a text, the top four status lines are on the screen and the 
cursor is at the beginning of a line. 


Type the word or words to be 
centered. 


Press (ayia. 


The text is centered and a 
centering symbol ( [y] ) is 
displayed. The cursor moves 
to the beginning of the next 
line. 


If you give a centering 
command in the middle of 
a line, the system will 
center the text from the 
beginning of the line up to 
the point at which you give 
the command and will shift 
the rest of the line and the 
cursor to the next line. 


To delete a centering com- 
mand, delete the cor- 
responding symbol. 


Turn to the next module. 
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RIGHT ALIGNMENT 


You may easily align words or phrases (dates, for example) at the right margin. 
1 


H You have named a text; the top four status lines are on the screen and the 
cursor is at the beginning of a line. 


Type the phrase to be aligned 
at the right margin. 


2 | Press | CONTROL Seu CENTER | CENTER The phrase shifts to the right | /f you give a right align- 
and the right alignment sym- | ment command in the mid- 
bol ( [>] ) is displayed. The | dle of a line, the system will 
cursor moves to the nextline. | align the text from the 
beginning of the line up to 
the point at which you give 
the command and will shift 
the rest of the line and the 
cursor to the next line. 


To delete a right alignment 
command, delete the cor- 
responding symbol. 


Turn to the next module. 
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PERFECT RIGHT MARGIN Gaia 


The text is normally displayed with a justified right margin. Spaces between words, 
except for required spaces, are expanded so that every line ends at the same 
position and no word is divided between lines. You may, however, display and 
print the text with a ragged right margin. This procedure lets you switch back 
and forth between a justified and a ragged right margin. 1 


@ The text is on the screen. 


If the text had been 
displayed with a justified 
margin, the lines are com- 
pacted. 


The text is immediately refor- 
matted. 


If it had been displayed 
with a ragged margin, 
spaces are inserted to ex- 
pand the length of certain 
lines. These spaces may 
not be used for text. If you 
attempt to type here, the 
message 

Can’t type here 

will alert you. 


Turn to the next module. 


3-13 


SAVE A TEXT 


You use this procedure to ‘‘close’’ a text and transfer it from the working memory 
to a disk. In order to avoid losing a text if there is a power failure or if the system 
is inadvertently turned off, the text is automatically stored in blocks of 1000 
characters at a time. You may change this number — or deactivate the feature 
— by changing the value of the Autosave parameter. See the module entitled 
“Configuration parameters’’. 1 


M@ There is a text on the screen and a data disk inserted in the disk drive. 


Press : Type text name If you haven't named the 
is displayed followed by the | text, the symbols 
text name. sean ttike 
will be displayed. Delete 
them and type a text 
name. You may modify the 
text name using the same 
procedure you use to 
modify text. 


If you modify a text name 
before saving the text for 
the first time, the text will 
be stored with the new 
name. 


If you modify a name after 
you have recalled the text, 
the text is stored with the 
new name but the system 
also retains the original 
name and text. » 
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ro 


2 Press iaiiy . 


The text is transferred to the 
disk in the drive identified in 
the text name or in drive A if 
you did not indicate a drive. 
The text remains on the 
screen with the cursor posi- 
tion unchanged. 


If you are familiar with MS- 
DOS, you should be aware 
that the system automatical- 
ly assigns the extension 
‘“ OTX” which is visible only 
in the MS-DOS directory. 


If the text is one you re- 
called to the screen or the 
text name already exists, 
the message 

Name exists! 

Press RETURN or EXIT 
is displayed. 

Press to confirm 
the command and replace 
the existing text with this one 
or press {34m to abort the 
procedure. 


If there is no disk in the 
drive or there is not 
enough disk capacity, the 
messages 

Insert disk! 

or 

Insufficient space, 


respectively, will appear. 
Press RETURN , insert an- 
other disk, and repeat the 
procedure. 


If the program disk is in 
drive A and there is no 
data disk in drive B and 
you have not indicated the 
drive, the text will be 
stored on the program 
disk. 


If the disk is “‘protected”’, 
the message 

Disk error! 

will appear. Press : 
remove the protection and 
repeat the procedure. 


If the Autosave feature is 
activated, the system saves 
sections of text as you type 
it. The key stores 
the remainder of the text. 


Turn to the next module. 
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PAPER HANDLING 


The key is used to move the paper vertically in the platen, turn the op- 
tical paper sensor off and on again, set the system for auxiliary printers and change 
the date and time. This module explains only how to move the paper vertically 
and how to turn the paper sensor off and on. The other features are described 
in the module entitled ‘‘MS-DOS printer control’. 


@ A sheet of paper is inserted in the platen. 


If you hold the fgXdasxel\ 


key down while pressing 


VATE 
or , the 


window is not diplayed. 


Press E2\ga:ae% . 


A window is superimposed 
on the screen. 


paper: 
identifies the type of vertical 
paper movement and 
The other prompts in the 
window are used to print in 
MS-DOS environment or to 
access the Special Fea- 
tures environment 


sensor: 
indicates whether the sensor 
is on or off. 


If the sensor is on, you 
may insert the paper 
anywhere along the platen 
since the system recog- 
nizes the left edge of the 
sheet and prints the text 
correctly according to the 
left margin value in the 
format. 


If you want to deactivate 
the sensor, press 


SENSOR OFF SR eireF fei) 
it, press BENS Rey . 
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- or [to move the 
paper up or down, respec- 
tively, a half linefeed at a 
time. 


- ROH or 

to move the 
paper up or down, respec- 
tively, in micrometric steps. 


A t or | symbol is displayed 
each time. 


A ut or pw! symbol is dis- 
played each time. 


3 | When the paper is inserted 
correctly, press . | If the window had been 

displayed, it leaves the 

screen. Turn to the next module. 
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PRINT A TEXT 


You may print one or more copies of a text with the format established in the 
status lines. If you request one copy, the system will begin printing from the cur- 
sor position. If you request more than one copy, printing will start from the begin- 
ning of the text. 1 


@ The text that you want to print is on the screen after you have typed or recalled 
it and the cursor is at the position from which you want to begin printing. 


Press Gili . TAB for background print | You may turn to the 
How many copies? module entitled ‘‘Back- 
ask if you want to use the | ground printing’ for an ex- 
background print feature and | planation of this feature. 
how many copies you want 
to print. 


Type the number of copies If the message 

you want to print (up to 99) Select xx pitch 

and press ann is displayed, make sure that 
the pitch on the daisy wheel 
or matches the pitch of the text 
and press 

Press alone to If the message 

confirm the number on the Check printer 

screen. is displayed, make sure 
that the printer is con- 
nected and ready to print 
and press : 
Check paper 

reminds you to make sure 


there is paper in the platen. 
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When you are ready to begin 
printing, press RETURN ; 


Insert a new sheet if neces- 
sary and press §i3auiy . 


Printing begins and the cur- 
sor shifts from line to line. At 
the end of each page, the 
system beeps and displays 
Check paper. 


Printing resumes. After the 
text has printed, the cursor 
remains on the last line. 


To interrupt printing, press 
. Printing stops and 
the message 

EXIT to stop/RETURN to 
continue 

requests that you press: 


- to stop the print 
procedure (the cursor 
position remains un- 
changed) 


- Tisuiisy to resume print- 
ing. 


Turn to the next module. 
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QUIT A TEXT 


You use this feature when you do not want to save a text on a disk or if you don’t 
want to store another copy of a text that you have recalled to the memory for 
printing, for example. 1 


lM The text is on the screen. 


1 | Press : The text is deleted from the | /f you have made any mod- 
screen and the memory and | ifications to the text after 
the main menu is displayed. | having recalled it, the mes- 
sage 

Are you sure? Y/N 

is displayed when you 


felgeom CONTROL pes Q 


- Press to confirm the 
command, delete the 
text from the memory 
and return to the main 
menu, 


or 


- Press fj to abort the 
procedure. The cursor 
remains where it was 
when you pressed 
|CONTROL pan OI 


Turn to the next module. 


i 
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RECALL A TEXT TO THE SCREEN 


A closed text that is stored on a disk may be recalled to the memory and the 
screen so that you may add to it, modify it, print it, etc. 1A 


M@ The disk containing the text is in the disk drive and you have selected 
Create/Modify/Print from the main menu. 


Look at the screen. Type text name 
asks you to type the name of 
the text that you want to 


recall. 


lf you are reading the 
manual for the first time, 
type the name of the text 
that you just saved. 


If you make an error and 
type a text name that is not 
on the disk, the message 
New text name! 

is displayed. Press 
to return to the main menu. 


Type the text name, preced- 
ed by the drive name if 
necessary, and confirm with 
[RETURN 


If there is a text comment, it 
is displayed. 


The first 20 lines of the text 
are displayed with the cursor 
positioned on the first 
character of the text. 


Perform the desired opera- 
tion (modify, print, etc.). 


Press iat . 


Turn to the next module. 
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HELP MESSAGES 


The program disk contains a special file containing help messages. If you press 
the key while you are performing an operation, additional information about 
the operation will be displayed. 


@ At any time except when one of the menus is on the screen. 


Press flaag . 


Additional instructions for the | The special help file is 
procedure are superimposed | called ‘““SWSHELP””. If, for 
on any text on the screen. | some reason, the file 
doesn’t load when you 
load the program disk, an 
error message on the fifth 
status line will alert you. 


To delete the help message 
from the screen, press: 


- one of the keys indicated in 
the message, 


or 


- Gay again. 
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STATUS LINES 3 AND 4: SET AND STORE A FORMAT 


The format represents the physical appearance of the text — margins, tab stops, 
lines per page, etc. When the system is installed, a standard format is available. 
Ordinarily, however, you will want to set a new format for each document accord- 
ing to the requirements of the job. You may store up to three different formats 
on the program disk in addition to the one you are using for the current text. This 
module teaches you how to set and store formats. The following module explains 
how to recall them. 2 


i 


HM You have selected Create/Modify/Print and you have named or recalled a 
text whose four status lines are on the screen. 


3 I.mrgni2 length 72 pitch 12  In/pg60 I.feed1 page/line/char 1 1 1 
LEFT LINE PRINT LINES LINE COUNTER .........-ss:ssseccseeseee-PAGE LINE CHARACTER 
MARGIN LENGTH PITCH PER PAGE SPACING 
4 
LEFT TAB RIGHT 
MARGIN STOP MARGIN 
NU 
TITTIN 


‘URSOR 
POSITION 


Press ; Recall X,Y,Z format? 


Press Giaiuimy . The cursor moves to the 
fourth status line. 


2 
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Check to make sure that the 
pitch matches the pitch of 
the daisy wheel you are 
using. 


If you are not using an auto- 
matic recognition daisy 
wheel, press the 
key as needed until the 
pitch matches the daisy 
wheel pitch. 


If you select proportional 
spacing (PS), the text will 
be displayed as if you had 
selected 12 pitch. Any text 
that appears misaligned 
will be aligned properly 
when it prints. 


The cursor shifts to the last 
digit in the I.mrgn value on 
the third status line. 


Press iiaiuiiy . 


Using the graduated scale as 
a reference, type the number 
representing the desired left 
margin position, making sure 
to use the correct scale for 
the pitch you are using. 


The system beeps if you 
exceed the platen length 
or enter inconsistent 
values. Press Kéa]] to de- 
lete them. 


The digits you type shift from 
right to left. 


Press Giauiiy . 


The cursor shifts to the last 
digit in the length parameter. 


If you want to return to the 
previous parameter, press 
CONTROL ge BKSP & CANCEL 


If you want to modify only 
one parameter you may 
modify it, press and 
go to step 16. 


Type the number of charac- 
ters you want per line 
(minimum 20) or accept the 
value on the screen. 


This establishes the right 
margin position. 
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8 


10 


11 


12 


13 


Press Giaiuiiy . 


Type the desired pitch 
(characters per inch). You 
may type 10, 12, 15 or PS. 


Press 


Type the number of lines you 
want to print on each page or 
type 0 (zero) to accept the 
value on the screen. 


Press Giang . 


Change the value if neces- 
sary and press Gi3MUiy . 


The cursor shifts to the last 
character of the pitch value 
which establishes the 
number of characters per 
inch. 


The cursor shifts to the last 
digit of the In/pg value 
representing the number of 
lines per printed page. 


The cursor shifts to the 
|.feed value which identifies 
the line spacing as follows: 


single spacing 
1-1/2 spacing 
double spacing 
= 2-1/2 spacing 
= triple spacing. 


aran — 


The cursor skips the remain- 
ing fields on the third status 
line and shifts to the fourth 
status line. 


If you set a line length that 
is too long or short for the 
system to handle, a mes- 
sage will alert to you. Press 


Nm and type a new 
value. 


If your daisy wheel doesn’t 
have automatic recogni- 
tion, or if you have deac- 
tivated it, you may select 
the pitch by pressing 
; 


The system assumes a line 
feed value of 1. Therefore, 
if you want to print 25 
double-spaced lines per 
page, you must type 50. 
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14 


15 


16 


Wa 


Set the tab stops, if 
necessary, by using the 
and keys to move the 
cursor to the desired posi- 
tions and press ; 


Repeat step 14 for each tab 
stop that you want to set (up 
to 32). 


edicscm FORMAT 


- If you want to store the for- 
mat, insert the program 
disk in Drive A and press 


.M of. 


- If you don’t want to store 
the format, press : 
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A | symbol will be displayed 
on the fourth status line to 
represent each tab stop. 


You have now defined the 
format and you may store it 
in one of the format storage 
areas (X, Y and Z) on the pro- 
gram disk. 


Store X,Y,Z, format? 

asks you to identify the area 
in which you want to store 
the format. 


The format will be stored in 
the selected area, replacing 
any format previously stored 
there. 


The format will be retained 
only for the current text. 


To delete a tab stop, press 
Kea] with the cursor on 
the tab stop to be deleted. 


If the program disk is not 
in Drive A, a prompt will re- 
mind you. Insert the disk 


and press {iaiuiy . 


~ 


RECALL A FORMAT 


This procedure is used to recall any of the three stored formats and use it for 
another text. 2 


@ You are in Create/Modify/Print and the format you want to recall is stored 
in one of the storage areas on the program disk. 


Press Gxesiiiva . 


Recall X,Y,Z format? 
asks which format you want 
to recall. 


Press J, or @. 


The new format is displayed 
on the fourth status line and 
a symbol is displayed at 
the position in which you 
changed the format. 


If you recall a format 
before you begin typing a 
text, the symbol is not 
displayed. 


If you want to delete the 
format from the text, delete 
the symbol. The text 
will be reformatted in ac- 
cordance with the pre- 
ceding format. 


A single text may contain 
up to 32 format changes. 
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TAB STOPS HJ, 


Columns may contain alphanumeric data, decimal data or both. Normally 
alphanumeric data is aligned at the left margin of a column and decimal data 
is aligned on the decimal point. You may, of course, put decimal data in an 
alphanumeric column and words in a decimal column. The difference is in how 
the text is aligned. 3 


The status lines are on the screen and the format contains tab stops on the 
fourth status line. 


To access the tab stops: 


- press if you want to 

type alphanumeric data | The cursor moves to the tab 
stop and a symbol is 
displayed. 


- press GWE -EZG) if you 
want to type data aligned 
at the decimal point. The cursor moves to the tab 
stop corresponding to the 
position of the decimal point 
and a symbol is dis- 

played. 


Type the alphanumeric or 
decimal data. 
Repeat steps 1 and 2 for 
each tab stop. 


3 
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— 


REQUIRED SPACE 


You may avoid a line break between words or characters that should not be 
separated (e.g. John Smith Il, ABC Corp.). You may also use this feature for right 
justified texts in which you want to maintain a single space — and no more — 
between certain characters. 4 


HM You have assigned a text name and the status lines are on the screen. 


Hold the key down 
and press the once 
for each space you want to 
type. A [=] symbol will be dis- 
played for each required 
space. 


Continue typing the text. To delete a.required 
space, delete the [=| 


symbol. 
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INDENT Dla : Gees 


You may set a temporary left margin to the right of the original left margin. This 
feature is useful to highlight certain sections of text, align the text of numbered 
paragraphs, etc. 4 


M@ You are typing or modifying a text. 


Move the cursor to the point 
at which you want to set the 
temporary left margin. 


You may access this position 
by typing characters, press- 
ing the EES , or using 
the key if you have set 
a tab stop at the right place. 


The first status line shows 
indent in effect. 


The first character of the in- | /f you want to delete an in- 
dented text is displayed in | dent command, position 
reverse and the message | the cursor on the first in- 
leaves the display. At the end | dented character and press 
of each line, the cursor : 

returns to the indented 


Press [sig . 


Continue typing your text. 


margin. 
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4 | Press ei@e—iNese to If you want to set various 
return to the original margin. | The symbol on _ the | levels of indents, you need 


screen identifies the end of | not return to the original 
the indent. margin each time. Repeat 
steps 1-3 for each one and 
press 
only at the end of the last 
indent. 


To insert an indent com- 
mand in an existing text, 
follow the same procedure 
except that in step 3, in- 
stead of typing the in- 
dented text, use one of the 
cursor movement keys to 
access the end of the in- 
dented text. 
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UNDERLINED, BOLDFACE, UNDERLINED BOLDFACE AND 
REVERSE CHARACTERS 


You may use special character attributes in your text. This module explains how 
to type and modify these characters. 4 


@ The status lines are on the screen. 


Press (iW Nari:t as often 


as needed to display the 
desired attribute. Underlined 
Bold 


Underlined bold 

Reverse 

The cursor on the status line 
reflects the character attribute. 


Type the characters. The text will print with the | To change or delete an at- 
selected attribute but will be | tribute without retyping the 
displayed as follows: text: 
underlined: underlined 
bold: high intensity 
underlined/bold: underlined 
and high intensity 
reverse: reverse. 


© position the cursor on 
the first or last character 
to be modified 


press TOu\W Nai} as 


often as needed to 
display the desired at- 
tribute (or no attribute to 
return to standard 
characters) 


+ press GE) 


eg CONTROL p< co 
scroll the cursor over 
the characters to be 
modified 


Press TOG@Nai:s as 


needed to return to the 
initial attribute. 


Each time the cursor is posi- 
tioned on one of these 
characters, the name of the 
attribute will be displayed. 


3 | Press (LGW Nari:3 as need- 


ed to return to standard 
characters. 
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SPECIAL SYMBOLS 


In addition to the characters and symbols on the standard keyboard, the system 
can also display and print the characters enclosed in /_\ symbols on the key 
fronts. It can display the other key front symbols (those not enclosed in /_\ ) 
but can print them only if there is an “International daisy wheel” inserted in the 
print unit. 


@ You are typing a text. 


Hold the key down and 
press the key whose symbol 
you want to type. 


To type a sequence of 
special symbols, press 
to lock 
the special keyboard in 
place. Press Aca alone 
to unlock it. 


The corresponding light re- 
mains lit while you hold the 


key down. 
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HALF LINE UP AND DOWN Galige§-G ; 


This feature lets you give commands so that when your text prints, the platen 
automatically rotates a half line up or down to accommodate superscripts and 
subscripts. 4 


M@ The text is on the screen and the cursor is at the position where you want 
to type a superscript or subscript. 


The message 
Half line up 
or 

Half line down 

respectively will be displayed 
on the first status line each 
time the cursor is positioned 
here. 


Type the characters to print 
a half line up or down. 


The character following each 
command is displayed in 
“reverse’’. 


Press Riese} or B 


as required to return to the 
writing line. 


If you press (aiuiiti , the 
command is cancelled 
automatically. 
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DELETE WORDS OR LINES Gainuat ; 


You may quickly delete text from the cursor position to the end of a word or line. 


H The text is on the screen. 


Position the cursor at the 
beginning of the word or line 
to be deleted. 


If you want to delete part of 
a word or line, position the 
cursor on the _ first 
character to be deleted. 


Press: 


pas CONTROL peg A 


The word is deleted begin- 
ning at the cursor position. 


pay CONTROL pen O 


The text is deleted from the 
cursor position to the end of 
the line and the text is refor- 
matted. 
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BLIND/REVEAL Gaia 


The special commands you give are usually identified by symbols on the screen. 
You may suppress and restore the symbols by using the feature described here. 
4A 


M@ There is a text on the screen. 


If the symbols had been 
displayed, they will be sup- 
pressed. If they had not been 
displayed, they will be 
restored to the screen. 


Continue typing the text. Pe era 


2 
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INSERT/OVERTYPE MODES 


You may type text in either insert or overtype mode. Insert mode is more generally 
used since it lets you insert characters in a word without making deletions. In 
overtype mode, when you type a character, it deletes and replaces the previous 
one. Overtype mode is useful when you want to manually replace words or 
phrases. The system is set to operate in insert mode. You may, however, switch 
back and forth between the two modes while you are working. 


M You are typing or modifying a text. 


edicisicm INSERT / O'TYPE 


If the system had been 
operating in insert mode, 
identified by Insert on the 
fifth status line, it will shift to 
overtype. If it had been in 
overtype mode, (Overtype 
on the fifth status line), it will 
shift to insert. 


To change mode, press 
INSERT / O'TYPE Mitef-(iam 
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FAST ACCESS TO THE BEGINNING OR END OF A LINE 


Use this feature to move the cursor quickly to the beginning or end of the current 
line. 4k 


@ The text is on the screen. 


Press (:jaeme)aaiia or 
END OF LINE 


The cursor moves to the first 
or last character, respective- 
ly, on the line. 
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PAGE UP AND DOWN BGGiNa ; 


Use this feature to move the cursor on the screen 18 lines at a time, regardless 


of the number of lines per page in the format. 


@ There is a text on the screen. 


Press Me@yaaaUa or 
Ness mee to move the 


cursor backward or forward, 
respectively, 18 lines at a 
time. 


The cursor will be positioned 
on the same line number of 
the new screen page as it 
was on the original page. 
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FAST ACCESS TO THE BEGINNING OR END OF TEXT 
AB convo 


Use this feature to move the cursor quickly to the beginning or end of the text. 
aa 


@ The text is on the screen. 


The cursor moves to the first 
or last character, respective- 
ly, of the text. 
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FAST ACCESS TO A PAGE NUMBER 


You may access the beginning of a specific page in your text. The pages are 
defined by the number of lines per page in the format and the page counter. 


SS 


HH There is a text on the screen. 


Press 
. | Type page number 

asks you for the number of 
the page that you want to 


access. 


Type the value correspond- 


ing to the page number (up to 
9999) and press : 


If you don’t type a number 
or type 0 (zero), the cursor 
The cursor moves to the first | goes to the last page. 

line of the page and the page 
counter indicates the number. 
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SEARCH TEXT WITH A SEARCH STRING Bid; 


You may enter a search string to access each occurrence of matching characters 


in the text. You may also instruct the system to automatically replace the accessed 
_ words with a previously entered “‘replace string’. The replace procedure is 


described in the module entitled ‘Replace text with a replace string’’. 


4A 


M@ The text is on the screen and the cursor precedes the first word to be ac- 


cessed. 


Press Bixleag . 


Type a search string of up to 
30 characters. 


3 | Press Giatiiy . 
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Type search string 
asks you to type the search 
string. 


The system stores the last 
string entered. If one is 


displayed, delete it with 

: 

If you want the system to 
distinguish between upper- 
and lower-case characters, 
type an exclamation point 


(!) as the first character of 
the search string. 


The search string must be 
identical to the text to be 
located, but the system does 
not distinguish between 
upper- and lower-case char- 
acters nor between various 
character attributes. You 
may therefore ignore them 
when typing the search 
string. 


You may enter a “wild 
card” character by typing a 
question mark (?) at any 
position of the search 
string. The system will 
locate the text that matches 
the other characters in the 
search string, regardless 
of the character in the wild 
card position. 


The cursor accesses the first 
matching text so that you 
may consult it or modify it 
manually. 


If there is no matching text 
or if the cursor is located 
after the last matching text, 
the message 

Matching text not found 
is displayed. Press 


eduiiy and retype the 
search string. > 


4 | Press (eeitesitens . 


Each time you press this key, | You may press [34g at 
the cursor accesses the next | any time to abort the pro- 
occurrence of the matching | cedure. 

text. 


5 | Press [3Qg to close the pro- 
cedure. 
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REPLACE TEXT WITH A REPLACE STRING 


You may type a replace string to replace, one at a time or all at once, each oc- 
currence of text that matches the search string. 4A 


M@ The text is on the screen with the cursor position preceding the text to be 
replaced. 


Do steps 1-3 of the module 
entitled “‘Search text with a 
search string’’. 


The cursor accesses the first 
occurrence of matching text. 


adatom CONTROL oes SRCH im 


Type search string 
is displayed, followed by the 
search string you typed. 


Press Giaiuity . 


Type replace string 
asks you to type the text to 
replace the search string. 


string typed. If it is dis- 


played, delete it with 
BKSP & CANCEL 


Type a replace string of up to 
30 characters and confirm it 
with 


Found. Y to replace/* to re- 
place all/CONTIN SRCH/ 
EXIT 

identifies all of the options 
available. 
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The system stores the last ° 


5 | Press: 


- [J to replace the text at 
the cursor position and exit 


. from the procedure 
- to repeat the 
search Found. Y to replace/* to re- 
place all/CONTIN SRCH/ 
EXIT 


is displayed again so that 
you may again select one of 
the options. 


- i to replace each occur- 
rence of matching text and 
exit from the procedure 


- to abort the proce- 
dure. 
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CUT AND PASTE: CREATE A TEXT BLOCK : 


You may define a block of text that you may later shift to another location, save 
as a separate text, or delete. This module teaches you how to define the text 
block. The following modules teach you how to manipulate the text block after 
you have defined it. 4B 


@ There is a text on the screen. 


Position the cursor on the 
first character of the block. 
The text block must not con- 
tain any format changes. 


Press (UR a7Sua . 


Cut & Paste: Define end of 
block with RETURN or 
press EXIT. 


Position the cursor on the 
last character or symbol of 
the text block. 


Press Giaiuiiy . 


The text block begins to blink 
and the message 
C=cpy/M = move/DEL/ 
S=spell chk/I = glossary/ 
G=new text/EXIT 
identifies, in abbreviated 
form, all of the options from 
which you may choose. 


If there are format change 
commands in the text 
block, the message 

Invalid block! alerts you. 
Press (38 to abort the 
procedure and make the 
necessary changes. 
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CUT AND PASTE: COPY A TEXT BLOCK 


You may copy the text block and insert it in another area of the text. This lets 
you duplicate phrases or paragraphs in the same text without retyping them each 
time. 


@ You have defined a text block and the message C = cpy/M = move/DEL/ 
S = spell chk/I = glossary/G = new text/EXIT is on the screen. 


Move the cursor to the point 
at which you want to copy the 
text block. 


If you press without 
moving the cursor, the 


system will beep and exit 
from the Taga Sits 


environment. 


Press @. 


The system copies the block 
and inserts the copy at the 
cursor position. The cursor 
remains on the character im- 
mediately following the 
original block. The message 
leaves the screen. 


3 


Continue typing the text. 
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CUT AND PASTE: MOVE A TEXT BLOCK J 


Once a text block has been defined, you may shift it to another position in the 
text, deleting it from its original position. 


@ You have defined a text block and the message C = cpy/M = move/DEL/ 
S = spell chk/I = glossary/G = new text/EXIT is on the screen. 


Position the cursor at the 
point to which you want to 
move the text block. 


The system transfers the text 
block, repaginates the text, 
and clears the message from 
the screen. 


3 
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CUT AND PASTE: DELETE A TEXT BLOCK fed] 


You may ‘quickly delete a text block with the following procedure. 


HM You have defined a text block and the message C = cpy/M = move/S = spell 
chk/I = glossary/G = new text/EXIT is on the screen. 


Check to make sure that the 
blinking text block is the one 
you want to delete. 


The text block is deleted, the 
text is repaginated, and the 
message leaves the screen. 


3 
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CUT AND PASTE: STORE A TEXT BLOCK 


You may assign a name to a text block and store it. This feature allows you to 
insert the block in another text simply by recalling the text name. 4B 


M@ You have defined the text block and the message C = cpy/M = move/DEL/ 
S = spell chk/I = glossary/G = new text/EXIT is on the screen. 


Type text name 
requests that you assign a 
name to the text block. 


Type a text name, indicating If Insufficient space! is 
the drive name if necessary, displayed, it means that 
and press : The system checks to make | there is not enough space 
sure that the text name is | on the disk. Press Kea] , 
valid and that there is space | insert another disk, and 
on the disk to store it, then | define and store the text 
stores the block in its own | block again. 
format so that it is available 
for later use. If the disk already contains 
a text with this name, the 
message 
Name exists! 
Press RETURN or EXIT 
asks you to: 


- Press Giaiiiy to re- 


place the existing text 
with this one, or 


- Press (2Q§ to abort the 
procedure and type 
another name for the text 
block. 
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RECALL A TEXT BLOCK Baliga 


You may recall a stored text block and insert it in the text on the screen. This 
feature lets you recall any text to insert it in another one. 


M@ The text block is stored and the text in which you want to insert it is on the 
screen. You know the name of the text block. 


Position the cursor at the 
point in which you want to in- 


sert the text block. 


If the text block is stored 
on another disk, you must 
insert the disk in the drive 
before you press 


Type text name 
asks you for the name of the 
text block. 


If the text block name is 
not on the disk, the system 
beeps. 


Type the name of the text 
block and confirm it with 


The system checks the 
validity of the text name and, 
if it is stored, displays 

Original format? Y/N 

to ask if you want to insert 
the block with its own format 
or with the format of the text 
that you are typing. 


3-51 


Press: 


- [J to adapt the text block 
to the format of the text you 
are typing. 


The text block is reformatted 
and inserted in the text. 


- J to retain the original 
format. 


The text block is inserted, un- 
changed, in the current text, 
preceded and followed by 
a symbol. 
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To abort the procedure 
press Fug . 


GLOSSARY: STORE A PHRASE 9] 


The glossary is a special section of the disk where you may store phrases that 
are handled independently of the text list. Each text block in the glossary is called 
a phrase. Once a phrase is stored in the glossary, it is handled with a special 
glossary menu. The phrases are stored, however, with the following procedure. 


M@ You have defined the phrase as a text block, the message C = cpy/M = move/ 
DEL/S = spell chk/I = glossary/G = new text/EXIT is on the screen, and the 
program disk is inserted. 


2 | Type a phrase name (up to 
12 characters) and confirm 


with Gaus . 


If Glossary full! is dis- 
played, press 724) 

and turn to the module en- 
titled “Glossary: delete a 
phrase”’. 


The phrase is stored in the 
glossary and may be recalled 
at any time. The text block 
stops blinking. 
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HYPHENATION Rai 


If a word is too long to fit on a line, the system automatically shifts the entire word 
to the beginning of the next line. To avoid excessive blank space within a line, 
you may use this procedure to hyphenate words. You must always work from 
the beginning to the end of a paragraph when you enter hyphens with this pro- 
cedure. 


i The text containing the words to be hyphenated is on the screen. 


Position the cursor on the 
character to precede the 
hyphen. 


The word Hyphenation con- 
firms that the hyphen was ac- 
cepted. 


The characters preceding 
the hyphen shift to the pre- 
vious line, a hyphen is in- 
serted and the text is refor- 
matted. 


If the characters preceding 
the hyphen don’t fit on the 
previous line, the text will re- 
main unchanged but the 
hyphen position will be 
stored for possible use if you 
later modify the text. 


The message leaves the 
screen. 


To delete a hyphen, access 
the hyphen position (the 
message Hyphenation is 
displayed on the first status 
line) and press Kea] . The 
command is deleted but 
the character remains un- 
changed. 


3 | Continue typing. 
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AUTOMATIC HYPHENATION Galil 


Normally if a word doesn’t fit at the end of a line, it shifts to the next line. If you 
are working with a justified right margin, the system inserts spaces between words 
so that the text is aligned at the right margin. If you are working with a ragged 
right margin, there will be blank space at the end of some lines. If you are 
dissatisfied with the appearance of your text, you may use this procedure to im- 
prove it. Your system is delivered with English-language hyphenation rules in ef- 
fect. You may change the language by changing the appropriate parameter. 


Sa eee 


Ml The text is on the screen and the program disk is inserted. 


ig SS oo 


Position the cursor anywhere 
on the line with too much 
white space. 


The system shifts part of the | /f you hold the keys down, 
first word on the next line to | the system will hyphenate 
the line at the cursor | each line in turn. 
position. 
If the hyphenation rules 
are not stored on the disk, 
an error message will be 
displayed on the fifth 
status line. 


a a 
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STOP FOR OPERATOR INTERVENTION Gaiety 


While you are typing or modifying a text, you may enter a command which will 
stop the print unit while the text is printing so that you may, for example, change 
the daisy wheel. 


M You have named a new text or there is a text on the screen. 


Position the cursor where 
you want printing to stop. 


A & symbol at the cursor 
position (or at the right 
margin of the previous line if 
the stop is at the beginning 
of a line) identifies the stop 
command. 


You may cancel the com- 
mand by deleting the sym- 


bol with Kea] . 


During printing, when the 
system encounters the com- 
mand, printing stops and 
Operator interruption 

is displayed. When you are 
ready to resume printing, 


press aii . 
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MARGIN OFFSET 


This feature lets you shift the entire line to the right. You may use it, for example, 
to print a text on a different size sheet without modifying the format. The com- 
mand is given during the print phase and it is valid only for the sheet in the platen. 
If you want to repeat it, you must give the command each time. 


@ You have pressed and the message check paper is on the screen. 


Press 


Margin offset value: 
asks how many spaces you 
want to shift the margin to 
the right. For example, if the 
left margin is set at 10 and 
you want to move it to 22, 
you should type 12. 


Using the graduated scale as 
a reference, type the number 
of spaces that you want to 
shirt the margin. 


Press (iamuiiy . 


If you type an inconsistent 
number, the system beeps 
when you press RETURN 
Press and type an- 
other number. 


Continue the print pro- 
cedure. 


Repeat steps 1-3, if 
necessary, for each page 
of text. 
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FORCED PAGE BREAK 


Even though you established a standard number of lines per page in the In/pg 
parameter on the third status line, you may end a page before reaching this page 
length. This is useful, for example, if you are typing a document consisting of 
chapters and a chapter ends in the middle of a page. 


The text is on the screen. 


1 | Press (elite Tia at To delete a forced page 


the point at which you want break, delete the symbol 
a page break. A |+| symbol and a double | with Kea] . 

line identify the forced 

page break. 
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HEADER/FOOTER aigeail 


While you are typing a text, you may program a header and/or footer which will 
print automatically when you print the text. You may use it, for example, to print 
a title on each page of a document. You also use this procedure to program 
automatic page numbering and to print a text in columns. 5 


Mi The status lines or the appropriate text is on the screen. 


The following diagram is 
displayed with the cursor 
positioned on the first value 
to be programmed (number 
of lines before header). 


Sess | 1 Saas Header position (L/C/R/A/Z) 


Number of first page: 
# of pages without header/footer 
Number of columns (1-4): 


Characters between columns: 


Footer position (L/C/R/A/Z) 


If you want to confirm the 
value or phrase at the cursor 
position, press to 
access the next parameter. 
You may press at 
any time to abort the pro- 
cedure. 


Type the number of lines that 
you want to leave blank 
before printing the header (up 
to 99) and press ; 


The cursor moves to the next 
parameter (header position). 
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Press: 


- [§ followed by to 


align the header at the left 
margin. 


fi] followed by to 


align it at the right margin. 


BY followed by GERRI to 
align it to the left on odd- 
numbered pages and to 
the right on even-num- 
bered pages. 


followed by to 


align it to the right on odd- 
numbered pages and to 
the left on even-numbered 
pages. 


followed by to 


center it. 


iadeaity alone to confirm 
the parameter on the 
screen. 


Type a header of up to four 
lines of 80 characters each. 
Press to move from 
one line to the next and 
again to move to the next 
parameter. 


If your header includes a 
page number and you want 
the pages to be numbered 
automatically, type a ques- 
tion mark (?) in the page 
number position. 
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To return to the previous 
parameter, press 

| CONTROL fg BKSP & CANCEL 
To delete a character, 
press or 


BKSP & CANCEL 


The cursor moves to the next 
parameter (header). 


To access the previous 


line press 
CONTROL pe BKSP & CANCEL 


After the last , the 
cursor moves to the next 
parameter (number of lines 
between the header and the 
text). 


Type the number of lines that 
you want to leave blank be- 
tween the last line of the 
header and the first line of 


text and press (q3MUiy . 


- Type the number that you 
want to print on the first 
page (no more than two 
digits) and press ; 


- Press Hiladiii alone to con- 


firm the value at the cursor 
position. 


Type: 


- [J (zero) followed by 


if you want to print 
the header/footer on each 


page 


- the number of pages (from 
1 to 99) that you want to 
print before the header/ 
footer prints and press 
| RETURN 


- Eiaiiiy alone to confirm 
the value at the cursor 
position. 


The cursor moves to the next 
parameter (number of the 
first page). 


The cursor moves to the next 
parameter (number of pages 
to skip before the header/ 
footer prints). 


The cursor moves to the next 
parameter (number of col- 
umns in which you want to 
print the text). 


If you have not programmed 
a header or footer, nothing 
will print, regardless of 
your entry in this step. 


If you want to print “5”’ on 
the first numbered page 
and you type 2”, the first 
page to be numbered will 
be the third page of text 
and it will be numbered 
“5”’. In the page counter, 
numbers corresponding to 
pages without a header/ 
footer are shown (as minus 
numbers) in parentheses. 
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8] Press: 


- I followed by GEMGM] to 
print the text normally =~ 
(without columns). 


- A number between 2 and 
4 followed by to 
specify the number of col- 
umns in which you want to 
print the text. 


- alone to confirm 
the value at the cursor 
position. The cursor moves to the next | /f you type §§ , the cursor 

parameter (space between | skips this parameter and 

columns). you may go directly to step 

10. 


9|- Type the number of blank 
spaces that you want to 


leave between columns (up 
to 99) and press any : > 
- Press alone to con- 
firm the value at the cursor 
position. The cursor moves to the next 
parameter (number of lines 


between the text and the first 
line of the footer). 


10| Repeat steps 2-4, keeping in 
mind that you are program- 
ming the footer instead of the 
header. When you press 
after the fourth footer line, 
the cursor moves to the last 
parameter (number of blank 
lines between the last line of 
the footer and the bottom of 
the sheet). ~ 
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- Type the number of lines 
that you want to skip be- 
tween the footer and the 
bottom of the page and 


press Gaia . 


- Press iaiUsi— alone to con- 
firm the value at the cursor 
position. 


The header/footer window 
leaves the screen. The 
values you entered will re- 
main in effect until you 
change them. If you save the 
text, the header/footer values 
will be saved with it. 
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FORM LETTERS: MANUAL ENTRY OF VARIABLES 
CONTROL gag V Rg CONTROL pF J 


This feature lets you enter variables in a standard text. In order to use it, you 
must first establish the positions in the standard text where you will later insert 
the variables. You must also be able to access these positions and you must be 
able to delete the variables after printing and replace them with others. This 
module explains all of these steps. 6 


H You have named the standard text and the status lines are on the screen. 


Type the standard text up to 
the position of the first 
variable. 


The variable position is iden- 


If the position coincides 
tified by [<] symbols. 


with the first character on 
a line, the symbols are 
displayed at the end of the 
previous line. 


To delete a stop code, 
position the cursor on the 
symbol and press 

. Both symbols and 

any text between them will 
be deleted. 


Continue typing the text, 
pressing rconrao. ME] to 
enter a stop code at each 
variable data position (up to 


10 per line). 


When you have typed the 
text, press : 


The standard text is now 
stored and ready to accept 
variables. 


To enter the variables, recall 


the text to the screen if 
necessary. 


Press Qi Gi . The cursor moves to the first 
stop code. 


Z 
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Continue pressing 
and typing the 
variable at each stop code. 


Print the text with ; 


Press [¢euiel—} with the 


cursor at any position in the 
text. 


Repeat the procedure from 


variables and print each text. 


step 5 to enter each set of 


If you want to skip a stop 
code without typing a 


variable, press 
alone. 


The text will print with the 
variables you entered. 


To delete one variable at a 
time, access it with 
OG a—is and delete 
it with Kei or 
BKSP & CANCEL Sia7¢}(/iiur-] 
message alerts you that 
there are no more stop 
code position. 


This deletes all of the 
variables in a single step so 
that you may replace them 
with the next set. 


3-65 


FORM LETTERS: CREATE FORM LETTERS 


You may create and print form letters by preparing two texts — one a standard 
text and the other a list of variable data to be automatically recalled and inserted 
in the standard text. This module explains how to prepare the texts. The module 
entitled ‘‘Print form letters’ explains how to print them. 7 


H You have named a text and its status lines are on the screen. 


1 | Create the standard text: 
Type the text up to the posi- 
tion of the first variable. 


2 | Press (eis . A [3] on the screen iden- | You may delete the symbol 
tifies the position of the | — and the command — 
variable. with ea] . 


3 | Continue typing the text, 
pressing at 


each variable position. 


4 | Save the text with 

and delete it from the screen 

Nita CONTROL ges Q im The standard text is com- 
plete. 


5 |Create the variable text: 
Type a name for the text that 


will contain the variables. ao 
6 | Type the first variable (up to _— 


500 characters for each 
variable). 


7 | Press A [8] symbol identifies the 
end of each vatiable. 
Continue typing the variables 
and pressing f¢eiiite§—i 
until the last variable, after 
which you need not press 
again. 
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The two texts are ready for 
printing as described in the 
next module, ‘‘Print form 
letters”’. 


9 | Save the text with 
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FORM LETTERS: PRINT FORM LETTERS 


Once you have typed and saved a standard text, the system can automatically 
insert variable data — such as names and addresses — from another stored text. 
You may insert ‘‘qualifiers’’ in your variable text to print only those variables cor- 
responding to certain selection criteria that you establish. This feature is described 
in the module entitled ‘‘Form letters: Merge with qualifiers’. 7A 


M@ The program disk is in drive A and the disk (or disks) containing the texts 
that you want to print is inserted. 


Select 
Merge 
from the main menu and 


confirm with iat . 


If the program disk is not 
in drive A, a prompt asks 
you to insert it. 


The following messages are 
displayed in a window on the 
screen: 

Standard text name: 
Variable text name: 

Type selec. criteria 

How many copies? 

with the cursor positioned in 
the first field. 


Type the name of the stan- 
dard text, preceded by the 
drive name, if necessary, 
and confirm with ; 


The cursor moves to the 
variable text name field. 


Type the name of the text 
containing the variables, 
preceded by the drive name 
if necessary, and confirm 
with : 


The cursor moves to the 
selection criteria field. 


Since you will not be enter- 
ing selection criteria in this 
procedure, press iiaiUiy . 


The cursor moves to the 
number of copies field. 
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- Type the number of copies 
you want to print of the 
standard text with each set 
of variables and press 


- Press alone to con- 
firm the number on the 
screen. The system verifies the ex- | /f one of the texts is not in 
istence of the texts and loads | the drive indicated, 
them into the memory. If | Text not found! 
there are no problems, the | alerts you. Press to 
message move the cursor to the in- 
Check paper correct text name. Correct 
is displayed. it and repeat the pro- 
cedure. 


6 | Press : The first text begins printing. | You may press at 
After each print cycle (stan- | any time to abort the pro- 
dard/variable text), the | cedure. 
system displays 
Check paper. 


7 | Make sure there is paper in- 
serted and press RETURN . | After all of the texts have 


printed, the main menu is 
displayed. 
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FORM LETTERS: SKIP VARIABLES Gali] 


This feature lets you insert special commands in your variable text so that cer- 
tain variables will be skipped during printing. You may use it to adapt a long mailing 
list for individual mailings to different groups. 


M@ The text containing the variables is on the screen. 


Position the cursor on the 
first character of the variable 
(or group of variables) to be 
skipped. 


A [f] symbol identifies the 
beginning of the skip com- 
mand. 


A [f] symbol identifies the 
end of the skip command. 


The variable text is stored 
with the skip commands. 


Position the cursor on the 
first character of the next 
variable to be printed. 


Press REO - 


Press Ba . 


You may delete a skip 
command by deleting the 
symbol with " 
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FORM LETTERS: MERGE WITH QUALIFIERS 


You may print a form letter, inserting names and addresses — or other variables 
— from another text. The module entitled ‘Create form letters’ explains how to 
prepare the texts. If each variable is marked with a so-called “qualifying strip’’, 
the system can select and print only those letters that correspond to certain criteria 
that you establish. The qualifying strip may contain up to 48 characters, divided 
into variable-length fields. This module explains how to type the qualifying strip. 

8-8A 


a ee! 


HM You have selected Create/Modify/Print, have named a text and the status 
lines are on the screen. If the text containing the variables is already stored, 
you need only recall it to the screen. 


1 | Look at example 8A in the If you want to practice the 
“Example” section. entire procedure, do the 
exercise in Example 8 as 

well. 


2 | Press REO . A [f| symbol identifies the 
beginning of the qualifying 
strip and the cursor goes to 


the next line. 


3 | Type the contents of the first 
field. Numeric fields in the 
same position must have the 
same number of digits. Type 
the necessary number of 
leading zeros to fill out short 
fields (i.e. 002, 021, 228). 


The field is displayed. 


Press (ONE@R—rarig to 
separate this field from the 
next. The separator symbol is 


displayed. 


Continue typing the remain- 
ing fields (up to a maximum 
of 48 characters), separating 
the fields with 


CONTROL gas Space bar i 
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6 | Close the qualifying strip with 
rconTror iy ; A [f] symbol is displayed 


and the cursor goes to the 
beginning of the line. 


7 | Type the address or other 
variable. 


8 | Repeat steps 2-7 until you 
have typed all of the qualify- 
ing strips, the commands 
and the addresses. 


9 | Save the text. The text is ready to be used 
as explained in the next 
module, ‘‘Form letters: 


Selective printing’’. 
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If you have already typed 
and stored the text con- 
taining the variables, you 
need only recall it to the 
screen and type the quali- 
fying strips as described in 
steps 2-6. 


If the form letter contains 
more than one switch code 
(EEG >. the quai- 
ifying strip will be used for 
more than one variable 
and each field except the 
last one in the last set of 
variables must be followed 
bya com- 
mand as shown in Exam- 
ple 7. 


You may type an “empty” 
qualifying strip for an ad- 


dress 2 pressing 


CONTROL gay Space bar i 


You may skip a field in a 
qualifying strip, provided 
you identify the ‘“‘empty’”’ 
field with a 

CONTROL gas Space bar 
command. 


. 


FORM LETTERS: SELECTIVE PRINTING 


The system can print form letters, inserting variables automatically. If the variables 
contain ‘‘qualifying strips’ and you type selection criteria, the system will print 
only the letters whose variables correspond to those criteria. 8B 


H Both texts — letters and addresses — are stored. The main menu is on the 
screen and the program disk is in drive A. 


You may press at 
any time to abort the pro- 
A window opens for you to | cedure. 

enter the text names, the 
selction criteria and the print 
characteristics with the cur- 
sor positioned on 
Standard text name: 


Select 
Merge 
and confirm with Gigguy . 


Type the name of the stan- 


dard text (letter) and confirm 
with ; 


Type the name of the 
variable text (addresses) and 
confirm with d 


The cursor moves to 
Variable text name: 


If there are no qualifying 
strips in the variable text or 
if you want to print all of the 


letters, go directly to step 
5. : 
» 


The cursor moves to 
Type selec. criteria 
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4 | Type the selection criteria, 


using one of the following 
characters for each relevant 
field. 


El to print only the text that 
matches the criteria. 

Ex: “‘=Smith’ means print 
all letters containing ‘‘Smith”’ 
in this field. 


& to print only the text that 
doesn’t match the criteria. 
Ex. ‘‘—Smith’”’ means print 
all letters that don’t contain 
Smith in this field. 


El to print the text in which 
the field begins with the char- 
acters preceding the asterisk. 
Ex: G* means print all letters 
in which this field begins with 
G. 


to print the letters in which 
the numeric value falls within 
the range defined by the 
numbers preceding and 
following the symbol. 

Ex: 1,500()9,999 means 
print all letters in which this 
field contains a number be- 
tween 1,500 and 9,999. 


to print the letters in which 
the numeric value falls out- 
side the range defined by the 
numbers preceding and 
following the symbol. 

Ex: 1,500) (9,999 means 
print all letters in which this 
field contains a number 
lower than 1,500 and higher 
than 9,999. 
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Each field in the qualifying 
strip — except the last one 
— must be followed by a 
command. If you want to 
skip a field, you must still 
identify it with a 
command. For example, if 
the second field contains 
“New York”’ and you want 
to print all letters address- 
ed to New York, the selec- 
tion criteria will look like 
this: ¢ = New York. 

You may enter more than 
one criterion at a time, pro- 
vided that you fill each 
unused field with symbols. 
For example, if ‘‘Ford”’ is 
in the third field and “‘Ar- 
chitect’’ in the fifth, and 
you want to send letters to 
“all Ford owners except 
architects’, the selection 
criteria will look like this: 
ee =Ford ae —Architect. 


Press : The system verifies the syn- | /f you have made an error 
tax of the selection criteria | in typing the selection 
and then asks for the number | criteria, the confirmation 
of copies. command is not accepted. 

Make the necessary cor- 
rections. 

6 | - Type the number of copies If one of the text names is 
that you want to print and not present, a message 
press , or alerts you. Press Ke] to 

delete the message and 

- Press alone to con- position the cursor on the 

firm the number of copies incorrect name. Make the 
shown on the screen. The system checks to make | necessary correction and 
sure both texts are available | press FRETURN| 


and, if so, displays the text 
name, the copy number and 
the message: 
check paper 


7 |Confirm the name with If there are format errors in 


RETURN the qualifying strip (miss- 
eg conrro. pe 


mands, etc.) the message 
Operation error! 

is displayed. Press ; 
recall the variable text and 
correct the qualifying strip. 


Printing begins. Following 
each print cycle (letter/vari- 
ables, page, copy, etc.), the 
message check paper is 
displayed together with infor- 
mation concerning the text or 
copy to be printed. 


8 | Repeat step 7 until all of the 
letters have printed. The main menu is displayed. 
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PRINT A TEXT IN COLUMNS 


You may print a text in up to four columns of equal width provided that you first define 
the number of columns, the column width, and the distance between them. The 
column length is the number of lines per page in the format. You may apply this 
procedure to either a stored text or one that you are typing. You must first modify the 
format to specify the column width and the number of lines per page and fill in the 
header/footer window to specify the number of columns and the space between them. 
The columns print as requested but are displayed sequentially on the screen. 9 


M@ The system is in Create/Modify/Print and the text to be printed is on the 
screen. You are familiar with the modules entitled “Status lines 3 and 4: Set 
and store a format’’ and ‘‘Header/footer’’. 


Make sure the cursor is at You may perform this pro- 
the beginning of the text and cedure before typing a 
modify the format, if neces- text. Do steps 1 and 2 and 
sary, to set the line length then begin typing. The text 
(equivalent to the column will be displayed with the 
width) and the number of lines format you establish. 
per page (equivalent to the 
number of lines per column. | After you have modified the 

format, the reformatted text 

is displayed. The end of each 

page is identified by a solid 

line and the page at the cur- 

sor position is shown in the 

page counter. 


Press RG] to recall If the sum of the width of 
the header/footer window all the columns and the 
and define the number of col- space between them ex- 
umns and the number of ceeds the platen length, a 
spaces between columns message will alert you 
(from 1 to 99). When you delete the window | before the text prints. 

from the screen, the text will | Press [3Q§ and modify 

be reformatted. The end of | the values. 

each column is marked with 

a dotted line and the end of 

each page with a solid line. 

The number of the column at 

the cursor position is shown 

in the page counter. 
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If you save the text before 
you print it, it will retain the 
column format until you 
modify it. 


3 | Print the text normally with 


The text prints in columns. 


ea ea tr ee 
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SEQUENTIAL PRINTING 


You 


may print up to eight texts in sequence, either as a single document or 


separately. If you print them as a single document, the pagination of each text 
will follow the format of the first one. If you print them separately, each text will 
print with its own format. If you want to print the texts using the background print- 
ing feature, read the module entitled ‘‘Background printing’’. 


The main menu is on the screen and the program disk is inserted. The disk 
or disks containing the texts to be printed are inserted or available. 


2 | Type the text name, confirm- 
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Select You may press Fagg at 
Printing options any time to abort the pro- 
and confirm with . | A window opens for you to | cedure. 

type the text names and print 

parameters with the cursor 

positioned on: 

Text(s) to print: 


If you type fewer than eight 
names, press 
again after the last name to 
access the next field. 


ing each one with Gia . 


Users familiar with MS- 
DOS procedures who have 
assigned path names to 
the texts can enter the 
path name (up to 24 char- 
acters) in this step. 


To return to a previous 
field, press 


CONTROL gay BKSP & CANCEL 


To access the next field, 
press or FEE. 
If you have typed only one 
text name, the cursor skips 
this field. 


The cursor moves to: 
U=one doc./M =separate 
to ask how you want to print 
the texts. The default value 
iScUS; 


- [J followed by GEN to 


print each text with its own 
format, including its own 
header and/or footer and 
automatic page number- 
ing, if any 


followed by to 


print each text in the format 
of the first one, including its 
header and/or footer and 
with progressive page numb- 
ering if it was programmed. 


- Tia alone to confirm 


the parameter at the cursor 
position. The cursor moves to the 
message asking for the 
number of copies to print. 


Type the number of copies If one of the texts is not 
up to 99) and confirm with found, a message alerts 
, or you. Press Kea] to delete 

the message and position 

Press alone to con- the cursor on the incorrect 
firm the number at the cur- name. Make the necessary 
sor position. The system verifies the text | correction and press 


names and displays the name 
of the first text, the number of 

copies and the message 

Check paper 


5 | Press to confirm the 

text name. Printing begins. At the end of 
each print cycle (text, page, 
copy, etc.) the message 
Check paper 
is displayed together with in- 
formation concerning the text 
or copy to be printed. 


6 | Repeat step 5 for each print 
cycle. When printing is complete, 
the main menu is displayed. 
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PARAGRAPH ALIGNMENT Walinoa@ ; Gai ; Ca 


You may create a two-column text in such a way that the first line of paragraphs 
in the left hand column will be aligned with the first line of paragraphs in the right- 
hand column, regardless of the length of the individual paragraphs. 


You may add a second column to an existing text or you may print two existing 
texts in the left and right columns, respectively. 


In order to use this feature, you must always type a comment between quotation 
marks (‘‘...”’) when you name or recall the text. The two-column text will retain 
the text name you assign. The right-hand column will be stored as a separate 
text whose name is the comment. 10 


H The main menu is on the screen and the progam disk is inserted. The data 
disk that contains — or will contain — the text is inserted in the disk drive. 


Select 
Create/Modify/Print 
and confirm with ; 


Type text name 


Type a name for the new text 
or recall the text that you 
want to use and press 


Comment 
is displayed, followed by the 
existing comment if you have 
recalled a text that contains 
one. This is the area in which 
you must type the name of 
the text to print in the second 
column. 
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3 | Type a comment between 


If you have recalled an ex- 
isting text, you must 
modify or replace the com- 
ment, following the guide- 
lines shown in the chart. 


quotation marks (“‘...”’) and 


press GGiny . 


The quotation marks alert the 
system that you are using the 
paragraph alignment feature. 
The status lines are dis- 
played. 

The system duplicates the 
format — dividing the screen 
into two equal parts — so that 
you may type two columns. 
The following chart shows 
what appears on the screen 
in all possible configurations. 


OPERATION SCREEN 


LEFT | RIGHT 
TEXT NAME | COMMENT Ico umn ICOLUMN 
new 


new” 


‘é 


T (existing) “new” 

T (existing) Bel ng 

T (existing) | ‘‘R” (existing) 
new text “T”’ (existing) 


The cursor moves to the 
beginning of the first column. 


Check to make sure that the 
total line length (both col- 
umns plus a 12-character 
fixed space between them) 
will fit on the sheet of paper 
that you plan to use. 


If the total line length is too 
long to fit on the screen, the 
text ‘moves off” the screen 
to the right. You may dis- 
play it by positioning the 
cursor on the rightmost 
character of the screen and 
pressing ; 
If you want to modify the 
format, use the standard 
procedure, making sure 
that the cursor is posi- 
tioned on the format of the 
column that you want to 
modify. 

= » 
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5 | - If you want to type in the 
left-hand column, go 
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directly to step 6. 


- If you want to type in the 


right-hand column, press 
GONNA and go to 


step 6. 


Type the text, pressing 
rconrro. Mc] at the begin- 
ning and the end of every 
paragraph that you want to 
align with a paragraph in the 
other column. 


Press GQ CEE to go to 


the other column. 


Repeat steps 6 and 7 as 
necessary until you have 
typed or modified the entire 
text. 


Press ies Y with the 
cursor at any position in the 
text. 


The command 
switches the cursor back and 
forth between columns. 


A [§] symbol identifies the 
position of the command. 


When you press 
the cursor al- 


ways accesses the last posi- 
tion it occupied in the other 
column. 


The message 
Wait! 
is displayed while the system 


reformats the text. : 


Since the system con- 
siders each column as a 
separate text, the keys that 
move the cursor to the 
beginning and end of the 
line or text move it only 
within the column in which 
the cursor is positioned. 
If you are modifying an exis- 
ting text, position the cursor 
at the desired position and 
press 
You may cancel the com- 
mand by deleting the [s] 
symbol with ea] . 


10} Position the cursor in the first 
column and save the text 
with The system saves the final 
text with the name you 
assigned and the ‘‘second 
column”’ text with the name 
of the comment. Both names 
will be displayed in the text 
list. 


You may later display and 
print the text with the col- 
umns reversed by recalling 
the comment as the text 
name, and typing, as the 
comment, the text name 
between quotation marks. 
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VERIFY THE PRINT POSITION Baiaea-G ; 


You may make sure that a text will print exactly where you want it by verifying 
where the character at the cursor position will print. 


The text whose print position you want to verify is on the screen and there 
is a sheet of paper inserted correctly in the platen. 


5 


- Eiaii for a visual verifi- 
cation 


- [J to mark the position by 


printing an “*x’’. 


Position the cursor on the 
character whose position you 
want to verify. 


Press (ei —ig . 


Return the paper to its 


position to be verified. 


The message 
Check print position: 
RETURN = check/X = check 
& mark 

asks whether you want to 
verify the position visually or 


In both cases the print unit 
moves to the physical left 
margin. 


The print unit moves to the 
position where the character 
will print and, if requested, 
prints an “‘x’’ there. 


if you want to print an ‘‘x’’. 
2 | Press: 


original position. 
6 | Repeat steps 1-5 for each If you don’t want to verify 


any other positions, press 
and 

to return the print 

unit to its original position. 
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BACKGROUND PRINTING Hi ; 


You may type one text while the system is printing another, provided that you 
do not give commands that require use of the printer. Since the system makes 
a copy of a text to be printed, you must have available disk space equal to a little 
more than the length of the text. The copy is automatically deleted after it is printed. 


M@ The disk containing the text or texts to be printed is in the drive. You have 
given a print command and the following messages are on the screen: 
TAB for background print and How many copies?. 


1 | After you have typed the 

number of copies, press 

: Loading text to print 
is displayed while the copy is 
being made, followed by 
Check paper. 


the text in background 


If the text is not found, a 
prompt alerts you. Press 
and type the correct 
text name. 


If there is not enough 
memory capacity or the 
disk is write-protected, the 
prompt 

Background print error 
alerts you. Press 
and correct the error. 


You may not use the 
keyboard while the system 


is loading the text. 
2/Press (eawuee—ie to 
indicate that you want to print 
printing. The cursor moves to the fifth 
Status line. , 
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there is paper in the platen 
and press RETURN] ; 


any operation that doesn’t in- 
volve the printer (type, 
modify or copy texts, display 
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Printing begins. The mes- 
sage Background printing 
on the fifth status line in- 
dicates that the keyboard 
may be used for other func- 
tions. At the end of each print 
cycle, 

Check paper 

is displayed. 


When the print phase is com- 
plete, the background print 
messages leave the fifth 
status line. 


3 | Check to make sure that If the text contains stop 


codes for operator in- 
tervention, printing stops 
and 

Awaiting operator 

is displayed. Press 
CONTROL gag PRINT Ste) 
move the cursor to the fifth 
status line and 
to continue printing. 


Remember that to interrupt 
printing or perform any 
operation on the text being 
printed, the cursor must be 
on the firth status line 
(Ce ». 

If you try to use the printer 
during this operation, an 
error message will alert 
you. 


4 | You may use the system for 


the index, etc.). 


VERIFY A TEXT NAME 


You may check to see if a certain text name is on a disk — to recall it to the 
screen or avoid typing an existing text name for a new text — without looking 
at the text list. You may use this feature for text names, glossary phrases, and 
pre-printed forms. 


MA message on the screen requests that you assign a name. If the disk is 
in drive B, begin the procedure by typing “B:”’. 


Press 


A “‘window’’ containing the 
first few names on the disk 
appears on the screen with 
one of the names highlighted. 


Press: 


- or By to access the 


desired name and press 


The system beeps if you 
press Ky or RW after the 
first or last name on the 
list. 

The name is automatically 
entered in the text name 
area. 


- B30 to delete the window. | The names leave the screen. 
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DISPLAY AND PRINT THE TEXT LIST 


The system automatically creates a list of the texts, pre-printed forms, glossary 
phrases, memory zone contents and notes stored on a disk. The list includes 
the length of each text, the date on which it was stored, the comment and other 
information. This module explains how to display and print this list. 


@ The main menu is on the screen and the disk whose list you want to display 
or print is in the disk drive. 


Select 
Display text list 
and confirm with . | Type drive name. 


Type the name of the drive If you are familiar with MS- 

containing the disk and con- DOS, you may type the 

firm with : Do you want to print it? Y/N | path name or give other 
asks whether or not you want | MS-DOS directory com- 
to print the list. mands. 


If the list occupies more 
than one screen page (19 
The list is displayed. A | lines), the message: 
number in the lower part of | List continues. 

the screen shows the re- | Press RETURN or EXIT 
maining disk capacity. asks if you want to display 
the next page ( ) 
or return to the main menu 


(El. 


If you press , make 
sure there is paper in- 
serted and press 
to clear the Check paper 
prompt from the screen. 


If 

Select xx pitch 

is displayed, check to 
make sure that the pitch 
matches the daisy wheel 
and press RETURN a 
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The system prints the list 
with a standard pagination. If 
the list is longer than one 
page, a prompt will remind 
you to insert paper. 


After the list prints, the main 
menu is displayed. 
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COPY A TEXT ON THE SAME OR ANOTHER DISK 


(TWO DISK DRIVES) 


You may make a copy of a text on the same or another disk. This feature is useful, 
for example, if you want to retain an original version of a text and make modifica- 
tions to a copy. You may copy from drive A to B or vice versa. 


Select 
Copy text 
and confirm with 


2 | Type the text name and con- 
firm with 
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M@ The disk utilities submenu is on the screen and the disk containing the text 
to be copied is in one of the drives. You know the text name. 


Source text: 
asks for the name of the text. 


If the source text is not in 
drive A, you must indicate 
the drive name. 


Destinat. text: 
asks you to type a name for 
the copy. 


If you are copying onto 
another disk, insert the 
destination disk in drive B 
and type B: before the 
name. 


If you want to copy a text 
or “‘file’’ that doesn’t have 
an “.OTX” extension — 
such as a pre-printed form 
that has an “.FMH” exten- 
sion — type the extension 
after the name so the 
system will recognize it. 


If there is a text with this 
name on the disk, the 
system beeps. Press 


Kea] and repeat the pro- 
cedure. 


Type a name for the copy 
and confirm with 


If the source text is not in 
the drive indicated, the 
message 

Text not found 

is displayed. Press 

to delete the message and 
retype the text name. 


The source text comment is 
displayed. 


You may press [348 to 
abort the procedure. 


- Change the comment, if 


ou wish, and press 
RETURN] OF 


- Press Gjigiuiily alone to re- 
tain the original comment. 


If there is not enough 
space on the disk, 
Insufficient space 

is displayed. Press ; 
delete something from the 
The system makes a copy of | disk, and repeat the pro- 
the text and then displays the | cedure. 

disk utilities submenu. 


You may copy an ASCII 
file as an SWS text and 
vice versa by typing the ex- 
tension together with the 
file name in steps 2 and 3. 
The system will ask you to 
confirm the command. 
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COPY A TEXT ON THE SAME OR ANOTHER DISK 
(SINGLE DISK DRIVE) 


You may make a copy of a text on the same or another disk. This feature is useful, 
for example, if you want to retain an original version of a text and make modifica- 
tions to a copy. 


@ The disk utilities submenu is on the screen and the disk containing the text 
to be copied is in the disk drive. You know the text name. 


Select 


Copy text 
and confirm with . | Source text: 
asks for the name of the 
source text. 


Type the text name and con- 


firm with Gia . 


If the text is not located, 
the system beeps and 
Text not found 

is displayed. Press Kea} 
to delete the message and 
retype the text name cor- 
rectly. 


Destinat. text: 
asks you to type a name for 
the copy. 


To copy onto another disk, 
remove the original disk 
and insert another one. 


If you want to copy a text 
or “‘file’’ that doesn’t have 
an “.OTX”’ extension — 
such as a pre-printed form 
that has an ‘‘.FMH”’ exten- 
sion — type the extension 
after the name so the 
system will recognize it. 


If there is a text with this 
name on the disk, the sys- 
tem beeps. Press 

and repeat the procedure. 


3 | Type a name for the copy 
and confirm with : 


The comment of the source | You may press Fug at 
text is displayed. any time to abort the pro- 
: cedure. ) 
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wish and press 
or 


- Press ilaiUii} alone to re- 
tain the original comment. 


4 | - Change the comment if _ If there is not enough 


space on the disk, 
Insufficient space 
is displayed. Press 5 
delete something from the 


The system copies the text | disk and repeat the pro- 


and then displays the disk 
utilities submenu. 


cedure. 


You may copy an ASCII 
file as an SWS text and 
vice versa by typing the ex- 
tension together. with the 
file name in steps 2 and 3. 
The system will ask you to 
confirm the command. 
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DISK DUPLICATION (TWO DISK DRIVES) 


You may duplicate either a program or data disk. 


M@ The disk utilities submenu is on the screen. 


Select 
Copy a disk 
and confirm with . | Source drive name: 


Type the source drive name 
A_or B) and confirm with 


Destination drive name: 


Type the destination drive 
name (A or B) and confirm 
with ; Insert source disk 


Insert the source disk in the 
drive and press . | Insert destin. disk 


Insert the destination disk 

and press § The system duplicates the 
disk and then displays the 
disk utilities submenu. 


If there is a system error 
during this procedure, a 


message will alert you. 
Press rexIT to return to 


the disk utilities submenu. 


If you wish to return to the 
main menu, select 
Return to main menu 


and press {iSiuiNy . 
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DISK DUPLICATION (SINGLE DISK DRIVE) 


You may duplicate either a program or data disk. 


i The disk utilities submenu is on the screen. 


Select 
Copy a disk 
and confirm with 


Type the source drive name 
(A) and confirm with . | Destination drive name: 


3 | Type the destination drive 
name (A) and confirm with 


Source drive name: 


2 


Insert source disk 


Insert the source disk in the 
drive and press . | Insert destin. disk 


5 | Remove the source disk, in- 
sert the destination disk and 


press Gaian) . 


If there is a system error 
during this procedure, a 
The system begins the | message will alert you. 
duplication procedure and, if | Press rex to return to 
necessary, displays the | the disk utilities submenu. 
previous two messages as 
often as required. If you wish to return to the 
main menu, select 
Return to main menu 


and press GiaMuiiy . 


6 | Follow the prompts until the 
entire disk has been copied. | The disk utilities submenu is 
displayed. 
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DELETE A TEXT FROM A DISK 


You may delete — one at a time — texts that you no longer need. 


H@ The Disk utilities submenu is on the screen and the disk with the text to 
delete is in the disk drive. You know the name of the text and the disk is 
not protected. 


Select 
Delete text 
and confirm with 


Type text name 
asks for the name of the text 
to delete. 


Type the text name and con- 


firm with 


If you typed the wrong 
name or the text isn’t on 
the disk, the system beeps 
and the message 

Text not found 

alerts you. Delete the 
message with Kea] and 
type the correct text name. 


The text comment is 
displayed together with the 
message 

Are you sure? Y/N. 


If you want to delete a text 
or “‘file’”’ that doesn’t have 
an “.OTX” extension — 
such as pre-printed form 
that has an “.FMH” exten- 
sion — type the extension 
after the name so the 
system will recognize it. 


- [J to confirm the delete 
command. 


The text is deleted. 


- [JJ to abort the procedure. | The text is not deleted. 


The disk utilities submenu is 
displayed. 
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DELETE ALL TEXTS FROM A DISK 


You may delete all of the texts from a disk in a single operation, provided that 
the disk is not protected. You cannot delete the SWS program with this procedure. 


@ The disk utilities submenu is on the screen and the disk to be deleted is in- 


serted in the drive. 


Select 
Delete disk contents 
and confirm with : 


Type A or B. 


Press: 


- [J to confirm the delete 
command. 


Delete drive: 
asks for the drive name. 


Are you sure? Y/N 


asks you to confirm the 
delete command. 


The disk is deleted. 


The disk contents remain un- 
changed. 


The disk utilities submenu is 
displayed. 


To return to the main 
menu, select 
Return to main menu 


and press (glaiuaiy . 
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FORMAT A DISK 


Disks that are delivered with the system are already formatted. Disks that you 
purchase in a branch office must be formatted before use. When you format a 
disk, you delete all data from it. 


M@ The disk utilities submenu is on the screen and an unformatted disk is in 
the disk drive. 


Select 
Format disk 
and confirm with . | Format disk in drive: 


asks for the drive name. 
car A or B and press 


Formatting deletes disk 
contents. Confirm Y/N 

alerts you that the contents 
of the disk will be deleted. 


Press: 


- [J to abort the procedure, 


or The submenu is displayed. 


- J to confirm it. Formatting If there is no disk in the 
blinks on the screen until the | drive, 
procedure is complete. Insert disk! 


alerts you. 
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WRITE PROTECT A DISK 


When a disk is write protected, you cannot use it to store, modify or delete text. 
You may only read or print from it. 


Ml There are no pre-requisites. You need only perform the procedure described 
below. 


‘4 | Locate the small square in 
the rectangular slot in the 


lower right corner of the disk. 


Using a pencil or other 
pointed object, push the 
square toward the bottom 
half of the slot. 
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The disk is now protected | /f you attempt to store or 
and may only. be read or | delete texts from a write- 
printed. protected disk, the mes- 
sage 

Disk error 

is displayed. Press Kea] 
to delete the error mes- 
sage and return the square 
to the unprotected position. 
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B. AUXILIARY FEATURES 


EXTENSION TO A TEXT NAME 


This module gives a brief overview of the concept of an ‘extension’ to a text 
name for those users who are not familiar with it. 


An extension is a three-character abbreviation that follow the text name and iden- 
tifies the environment in which it was created. The system automatically generates 
an extension for each document in the text list. These extensions are displayed 
beside the name, except for texts created in Word Processing (SWS) environ- 
ment, for which the extension ‘‘.OTX”’ exists but is not displayed. 


Usually you don’t have to type the extension after the text namer. You may use 
an extension when you want to use the SWS environment to work on a docu- 
ment created in another environment. To copy a pre-printed form in the SWS 
environment, for example, you need only add the extension ‘‘.FMH” to the names 
for the form and the copy (see the modules headed ‘“‘Pre-printed forms”’ for an 
explanation of this feature). You may also print a ‘‘Notepad”’ by using the normal 
text printing procedure but adding the extension ‘‘.NPT’’ to the name of the 
notepad (see the modules entitled ‘‘Notepad’’). There are also situations in which 
you must modify an extension — if you want to convert a document to ASCII for- 
mat, for example. 


The following chart lists the extensions that are generated by the system. 


PRE-PRINTED | MEMORY 
OTX 
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CLOCK: DISPLAY THE DATE AND TIME 


You may check the day of the week, the date and the exact time with this feature. 


It may be activated at any time. 


M@ The program is loaded. 


Press [@) . 


A window opens in the upper 
right corner of the screen 
and displays the information. 


Press [308 to restore the 
screen. 


2 


3-102 


To change the date and 
time, turn to the module en- 
titled ‘‘Special features”’. 


CALCULATOR 


This feature lets you interrupt any procedure to use the system as a conventional 
pocket calculator. You may do the four basic operations (addition, subtraction, 
multiplication and division) as well as percent calculations. You may use either 
the numbers on the top row of the alphanumeric keyboard or the numeric keypad 
to the right. 11 


@ The program is loaded. 


mere 


Press GW . A calculate window opens | Press EBM at any time to 
with the cursor at the first | abort the function. 
numeric entry position. 


2 | Type an expression, using You may delete a digit or 
numbers and the following symbol with 
keys: BKSP & CANCEL [i 
- i for addition 
- for subtraction 
- i for multiplication 
- I for division 
- ff for percentage 


Press The result in the window may 
be used as the first factor in 


another calculation. 


3-103 


NUMERIC KEYPAD 


You may use the numeric keys to ihe right as a special keyboard for typing 
numbers. When you press one of these keys, the corresponding digit will be 
generated. 


M@ You are typing a text. 


Press NUNERee@ . 


The corresponding light goes | To deactivate the numeric 
on and the numeric keys to | keypad, press [IR 

the right can be used only for | again. The light goes off. 
numbers — not commands. 
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NOTEPAD: CREATE NOTES 


This operation lets you type and consult notepads containing up to ten notes of 
five lines each. Each notepad must be assigned a name in the same way as a 
text name. You may display the notes at any time, even with the main menu on 
the screen. 


The disk containing the notepad is in one of the drives. 


Press (agi . 


A message in the window 
asks you to name the 
notepad. The other fields in 
the window are blank. 


Type a name for the The notepad names form 
notepad, preceded by the part of the text list but may 
drive name if necessary, and not be deleted with a text 
confirm with The number of notes used, | deletion procedure. They 


the one on the screen, and | are identified in the list with 
the date and time of entry are | an NPT symbol. 

displayed. The cursor is posi- 
tioned in the section re- 
served for typing the current 
note. The name is stored on 
the disk. 


Type up to five lines, press- To delete a character, 
ing RETURN at the end of press Kea) or 
each line. BKSP & CANCEL Bigeye (222) 


a note, press 
CONTROL gens D 


You may press Regss\wug 


to access a previous note. 


Press Basasieeeyiity , if ne- 


cessary, to write another 
note in the same notepad (up 
to ten). 


Press (3g . 


The notepad is stored on the 
disk in the drive you selected. 
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NOTEPAD: DISPLAY, MODIFY AND DELETE NOTES 


The notes stored on the notepad remain on the disk until you delete them. This 
module explains how to consult them, modify them and delete them. 


@ The disk containing the notes is in the drive and you know the name of the 
notepad. 


If there is no notepad with 
the name you typed, no 
data will be displayed. 
Press Fauig . 


Press , type the 


name of the notepad you 
want to recall (and the drive 
name if necessary) and con- 
firm with ; 


The notepad data is 
displayed with the cursor in 
the text area. 


Press: 


- Bessa to return to the 


previous note (unless the 
one on the screen is the 
first), 


or 


- Beaatpeiiity to access the 


next note (unless the one 
on the screen is the last). 


The notes and the relevant 
information leave and return 
to the screen as you press 
the keys. 


You may press [248 to 
abort the procedure at any 
time. 


When you locate the note 
you want, you may: 


- Read it 


- Modify it 


- Deiete it by pressing 
CONTROL pes D i The counter reflects any 


changes you make. 
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4 | Repeat steps 2 and 3 as 
often as needed. 


If you delete all of the 
notes in a notepad, - its 
name is automatically 
deleted from the text list. 


3-107 


MEMORY ZONES: STORE AND MODIFY CHARACTERS IN 
A MEMORY ZONE 


You may store up to ten character and/or command sequences in special memory 
areas. These sequences, which are always stored on the disk in drive A, may 
include up to about 1000 characters. They may be recalled and inserted in a text 
at any time so that you need not retype frequently-used phrases or command 
sequences. This module explains how to store them. The following module ex- 
plains how to recall them. 


M@ The status lines are on the screen and the disk in drive A is not protected. 


Store in zone #: 
asks you to identify the 
memory zone in which you 
want to store the sequence. 


Type a number from 0 to 9. 


3 | Type the text or command 
sequence to be stored. 


edgy EM ZONES i 


2 


You may correct any errors 
with the or 


BKSP & CANCEL [Peta 


If there is already text in 
this zone, the new text will 
replace it. 


The characters are stored on 
the disk in drive A. 


4 | Press Qilalwaiss . 


Memory zone contents are 
identified in the text list by a 
number followed by .KST. 
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MEMORY ZONES: RECALL THE CONTENTS OF A MEMORY 
ZONE oe ° | 


You may recall the contents of a memory zone at any time and insert them in a text. 


M@ The disk containing the memory zone contents is in drive A. 


If the memory zone is emp- 
ty, the system beeps. 


Press and the 


memory zone number. 


Zone #: 
followed by the number re- 
mains on the screen until the 
text or command sequence 
is inserted. 
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OUTLINE 


You may outline text on the screen by drawing horizontal lines, vertical lines and 
corners. The outlines are always drawn in overtype mode, even if the system is 
set to operate in insert mode. 


M@ The status lines are on the screen with the cursor positioned where you want 
to begin outlining. 


Press (oui . 


Outline environment (EXIT 
to abort). 


You may press 
abort the procedure. 


2 | Press, as often as necessary, 


the key and: 


= or for horizontal 
lines. 


- Basa for an upper- 


right corner (1). 


To modify a line or corner, 
position the cursor on it 
and modify it with the ap- 
propriate keys. 


You may draw crossed 
lines, rectangles inside of 
other rectangles, etc. 


- or Kj for vertical lines. 
- Bassi} for a lower 


right corner ( _] ). 


- EM maS for a lower left 


corner (L ). 


- Exe aaiia for an upper 


left corner (I ). 


The lines and corners are 
drawn on the screen. 


If you try to type characters 
in these areas, the system 
will beep. 

Spaces between lines are 
occupied by dots which may 
be replaced only by other 
lines or corners. 


If you want to type 
characters in the spaces 
between the lines, exit 
from Outline environment, 
set the system to Overtype 
mode, and type the 
characters. 


Press (hg . 


The system returns to the 
text. 
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C. ADVANCED FEATURES 


GLOSSARY: GLOSSARY SUBMENU 


This module explains how to access the items on the glossary submenu. The 
system assigns a fixed name — GLOSSARY — to the glossary. 


M@ The disk containing the glossary is in drive A. The main menu is on the screen 
and there is at least one phrase stored in the glossary. 


Select 
Glossary maintenance utili- 
ties 

and confirm with : 


Is glossary disk inserted? 
asks you to check to make 
sure that the glossary disk is 
in drive A. 


If the disk is not in the drive 
or if there are no phrases 
stored in the glossary, 
Glossary not found! 

is displayed. Press 
and correct the error. 


Make sure the disk is in- 
serted and press : 


The submenu is displayed 
together with the following in- 
formation: 


number of phrases, approx- 
imate number of characters 
used, and the glossary op- 
timization percentage. If this 
figure is less than 20%, it’s 
a good idea to do a compact 
as described in the module 
entitled ‘“‘Glossary: Compact 
procedure’”’. 
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GLOSSARY: RECALL A PHRASE Wii] 


You may recall a phrase from the glossary and insert it in a text. 


M@ The text in which you want to insert the phrase is on the screen. You know 
the name of the phrase and the glossary disk is inserted. 


1 | Position the cursor where 


you want to insert the 
phrase. 


3 | Type the phrase name and 
confirm it with 
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The system verifies that the 
phrase is on the disk and 
then enters it in the text. 


If there is no phrase with 
the name you typed, the 
message 

Phrase not found 

is displayed. Press 

and repeat the 
procedure with the correct 


name. 


~~ 


GLOSSARY: DELETE A PHRASE 


You may delete phrases that you no longer need in order to make room for others. 


M@ The glossary utilities submenu is on the screen and you know the name of 
the phrase that you want to delete. 


1 | Select 
Delete a glossary phrase 
and confirm with 


2 | Type the phrase name and 
confirm it with : 


3 | Press: 


- [J to confirm the command. 


- J to abort the procedure. 


Phrase name: 
asks you to type the name of 
the phrase to delete. 


Are you sure? Y/N 
asks you to confirm the 
delete command. 


The phrase is deleted and 
the submenu is displayed. 


The phrase remains stored 
and the submenu is dis- 
played. 


You may press f3u§ at 
any time to return to the 
glossary submenu. 


If the name is not in the 
glossary, 
Phrase not found 


is displayed. Press 
RETURN and retype the 


phrase name correctly. 
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GLOSSARY: LIST OF PHRASES 


This procedure lets you consult the list of phrases in the glossary that is created 
automatically by the system. 


M@ The glossary maintenance submenu is on the screen. 


Select 
List glossary phrases 
and confirm with §aiG}. |The screen displays the 

name that you gave the 

phrase when you stored it 

together with its approximate 

length in characters. The length is approximate 
because the _ figure 
represents ‘‘bytes’’ which 
are roughly equivalent to 
characters. 


The first fifty characters of 

each phrase — without any 

command symbols — are 

displayed. If the list does not fit on the 
screen, a message [re- 
quests you to press: 


- Guat} to go to the 


next screen page, or 


- [3ui8 = to return to the 
submenu. 
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GLOSSARY: PRINT THE LIST OF PHRASES 


You may print the glossary list including the number of phrases, characters used 
and glossary optimization percent. 


M The glossary maintenance utilities submenu is on the screen and there is 
a sheet of paper in the platen. 


1 | Select Follow any print prompts 
Print glossary phrases that are displayed. 
and confirm it with . | The system prints the list of 
phrase names and the first 
fifty characters of each 
phrase. 


Each page will be headed by 
the feature name and page 
number. 


The number of lines per 
page is determined by the 


In/pg 
parameter in the format. 


Sesto | ee 
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GLOSSARY: COMPACT PROCEDURE 


When you delete a phrase from the glossary, the space that the phrase occupied 
remains unusable and must eventually be eliminated in order to “‘clean’’ the 
glossary. The amount of unusable space is identified in the ‘‘Optimization %”’ 
window on the glossary submenu. When this figure is less than 20%, you must 
perform a “compact’’ procedure. The system will alert you with an appropriate 
message when a compact procedure is required. It is a good idea to keep a copy 
of your glossary on another disk. 


—_———————————————————————————— eee 


M@ You have a data disk available with enough space to contain a copy of the 
glossary. (The compact procedure requires you to first make a copy of the 
entire glossary.) The glossary utilities submenu is on the screen and the disk 
containing the glossary is in drive A. 


_ 


Select 
Compact glossa 
and confirm with 


Insert a disk in drive B with 
enough space to store the 
entire glossary and type the 
drive name. 
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Type drive name for tem- 
porary glossary file. 


When you type the drive 
name, the message 
Please wait. Don’t press 
any key 

warns you not to touch any 
key until the compact pro- 
cedure is complete and the 
message leaves the screen. 


You may press to 
abort the procedure. 


If you are using a single- 
drive system, the glossary 
and the empty space must 
be on the same disk in 
drive A. 

If there is not enough 
space on the temporary 
disk, a message alerts 
you. Press {3418 and be- 
gin the procedure again. 
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BLANK AREAS: CREATE A BLANK AREA Gaia 


While you are typing or modifying a text, you may define rectangular “blank areas” 
at the left or right margin into which you may later insert illustrative material or 
data from other sources. We will refer to these inserts as “‘illustrations”. The blank 
areas may not contain text typed on the keyboard. Since the system can access 
other environments, this feature may also be used for more complex functions. 
We suggest that you read the module entitled ‘‘Blank areas: ASCII and PIXEL 
subroutines’. 


@ The cursor is on the line preceding the blank area. 


_ 


Press imosCT . A window is superimposed 
on the text to display the 


blank area prompts, begin- 
ning with: 
Press L for left or R for 


right. 
2 | Press: If you type an incorrect 
value, the system beeps. 


- [J followed by 


to define a blank area at 
the right margin 


- [| followed by 


to define a blank area at 
the left margin 


- alone to confirm 
the valued on the screen 
(L). The cursor moves to the 

value for: 

Height in number of line- 


feeds. 
> 
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Type the height of the 
blank area in number of 
linefeeds (between 3 and 


999) and press 
or 


- Press (iaiui} alone to 
confirm the value on the 
screen (10). 


- Type the width of the blank 
area in number of charac- 
ters (more than 4 and less 
than the line length) and 
confirm with , or 


Press alone to ac- 
cept the width assigned by 
the system (16 characters 
for 10 pitch, 20 for 12 pitch 
and 25 for 15 pitch). 


Press to skip this 
field. 
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The cursor moves to the 
value for: 

Width in number of charac- 
ters. 


The cursor moves to 
Type name or value of sub- 


routine. 


The cursor moves to 
Comment. 


If you have a system that 
can handle this procedure 
and are familiar with 
MS-DOS, you may type 
either SWSASCII.EXE, or 
SWSPIC.EXE and press 
akUaig to insert data in 
ASCII or pixel format 
respectively. > 


la 


6 | Type acomment, if you wish, 


of up to 30 characters and 
press Gait . 


If the values are acceptable, 
the window leaves the 
screen and one of the follow- 
ing prompts is displayed: 
Blank area left 

Blank area right 


The character at the cursor 
position when the command 
was given is shown in 
reverse. 


The blank area will be stored 


MS-DOS users may type, in 
quotation marks, the name 
or path name of the illustra- 
tion to be recalled and con- 
firm with Gia 


If you give a blank area 
command in an existing 
text, the text will be refor- 
matted and the blank area 
displayed. 


If you give a blank area 
command while you are 
typing a text, the screen 


when you save the text. will reflect the commands. 
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BLANK AREAS: MODIFY A BLANK AREA Gaia 


You may change the size of a blank area using this procedure. 


@ The text with the blank area is on the screen with the cursor in the same 
place as it was when you pressed fis T9 to create the blank area. 


If you press 
POE Yin the 


wrong place, the blank 

area window will display 

the system values 

(L, 10, and 16, 20 or 25). 

Press followed by 
. The message 

Are you sure? Y/N 

is displayed. Press ul. 

position the cursor correct- 

ly, and repeat this step. 


The blank area window 
opens and displays the 
values you entered. 


2 | Modify the values in the 
The blank area is reformat- 
ted to reflect the new values. 


3-120 


BLANK AREAS: DELETE A BLANK AREA fe 


You may delete a blank area and reformat the text in a single operation. 


@ The text with a blank area is on the screen with the cursor in the same place 
as it was when you gave the BQigws{¥ command. 


2 | Press 


- [J to confirm the delete 
command. 


The blank area leaves the 
screen and the text is refor- 
matted. 


The cursor position and the 
blank area remain un- 
changed. 


- [J to abort the procedure. 
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BLANK AREAS: ASCII AND PIXEL SUBROUTINES 


This module is directed to users who are familiar with creating and handling ASCII 
or PIXEL files. A subroutine is the standard identification (SWSASCII.EXE or 
SWSPIC.EXE) for recalling previously-created ASCII or PIXEL files and inserting 
them in a blank area. Fields for the subroutine and file name are displayed in 
the window that opens when a blank area command is given. We suggest that 
you first read the module entitled ‘‘Creating blank areas’. 


Each line in an ASCII file must end with a line feed and carriage return command. 
The PIXEL file is displayed in the blank area with a 640 x 200 resolution. 


The module entitled ‘Blanks areas: insert an illustration” explains how to recall 
the files and insert them in the blank area. 


fay 
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BLANK AREAS: INSERT AN ILLUSTRATION Gai 


This module explains how to recall an illustration and insert it in a blank area. 


M@ You specified a subroutine when you created the blank area and the disks 
containing the subroutine and the illustration are available. The text with the 
blank area is on the screen with the cursor where it was when you gave the 
(eigese command (character in reverse). 


Insert the disk with the 
subroutine in drive A and the 
one with the illustration in 
drive B. 


If you are using a single 
drive system, operator 
prompts will guide you. 


The first lines of the illustra- 
tion are inserted in the blank 
area. 


3 | Use the following keys to fit 
the illustration into the area: 


- shifts the illus- 


tration toward the bottom 
of the blank area. 


Sesame shifts the il- 


lustration toward the top of 
the blank area. 


- E}zeme) mela shifts the illus- 


tration toward the left of the 
blank area. 


- shifts the illus- 


tration toward the right of 
the blank area. 


Sis CONTROL ges BEG. OF LINE Sige 
turns the illustration to its 
original position. 


. generates a border 
around the illustration to 
separate it visually from the 


text. 
26 SS SS eee er 
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When the entire illustration is 
displayed correctly, press: 


- J to store it in the text. | When you print the text, you 
will not have to insert the il- 


lustration disk. 


. to store only the illus- 
tration position and the 
border. 
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ARITHMETIC OPERATIONS: ACCUMULATOR 


The upper right corner of the screen always shows the contents of the accumulator 
(AC). You may transfer a value in a text to the accumulator or vice versa. You 
may also do calculations involving the number in the accumulator and a number 
or numbers in the text. In Arithmetic Operations environment, you may also define 
and calculate constants. 

This module explains how to access the Arithmetic Operations environment, how 
to transfer a value from the text to the accumulator and vice versa, and how to 
clear the accumulator.. The other features will be explained in the following 
modules. 


Ml The text on the screen contains the numbers to be used. 


Press (ee\yiite—feney . 


The message 
Arithmetic Operations En- 
vironment (EXIT to abort) 
identifies the environment 
and reminds you that you 
may press to return to 
the text. You may not type 
text in this environment. 


‘Move the cursor to: 


the position in the text 
where you want to transfer 
the value from the ac- 
cumulator, or 


the value in the text that 
. you want to add to the ac- 
cumulator. 
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if you want to add the 
value at the cursor to the 
accumulator. 


El to transfer the accumu- 
lator value to the cursor 
position. 


to clear the accumula- 
tor. 


The accumulator displays 
the new value and the 
system beeps to indicate that 
the operation has taken 
place. 


The value is displayed in the 
text. 


The accumulator shows zero 
and the system beeps. 


ARITHMETIC OPERATIONS: USING THE ACCUMULATOR 
8:;8:;8;0;0 


You may add, subtract, multiply or divide the value in the accumulator by the 
value at the cursor position in the text. You may also do percent calculations by 
dividing the accumulator by 100 and multiplying by the value at the cursor posi- 
tion in the text. The results are displayed in the accumulator. 


H You have activated Arithmetic Operations environment ( RUG@ad ) 
and the accumulator contains the number that you want to use. 


$$ 


_— 


P 


osition the cursor on the 
value in the text. 


2 | Press: 


to add it to the number 
in the accumulator. 


3 to subtract it from the 
number in the accumulator. 


Ei to multiply it by the 
number in the accumulator. 


to divide it into the 
number in the accumulator. 


El to insert in the accu- 
mulator the result of the 
following calculation: 
AC/100*VA. 


The result is shown in the ac- 
cumulator and you may 
transfer it to the text or per- 
form another calculation. 


You may press {@ to 
clear the accumulator or 
to abort the proce- 
dure. 
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ARITHMETIC OPERATIONS: 
REGISTERS AND ACCUMULATOR J 


You may transfer the value in the accumulator to any of the ten registers available 
in this environment. You may also transfer the contents of a register into the ac- 
cumulator. 


M@ You have pressed (ines Lika to access Arithmetic Operations environ- 
ment and the value to be transferred to a register is in the accumulator — 
or vice versa. 


1 | Press fi] . 
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followed by the num- 
ber of the register into 
which you want to transfer 
the value in the ac- 
cumulator. 


followed by the num- 
ber of the register whose 
contents you want to 
transfer to the ac- 
cumulator. 


The arithmetic operation win- 
dow opens. 


The number at the cursor 
position in the text is 
displayed as the VALUE 
(VA). 


Type: 

“)n’”” AC => Rn 
or 

“(n” AC <= Rn 


(EXIT to abort) 
The contents of each register 
are displayed — either zero 
or the last value entered. 


The cursor confirms the 
entry. 


The cursor position confirms 
the transfer. 


You may press FA4ig at 
any time to abort the pro- 
cedure. 


If you want to change the 
number, press 


BKSP & CANCEL Jim 


3 | Press . The value is transferred and 


the window leaves the 
screen. 


The register contents are 
stored when you save the 
text. 


4|Repeat steps 1-3 if To clear the accumulator, 
necessary to change the press @ . 
value in the accumulator. 
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ARITHMETIC OPERATIONS: TYPE AND CALCULATE 


CONSTANTS @; 


You may type constants consisting of numbers, arithmetic symbols (+, —, *, 
/, %), parentheses and the abbreviations AC and VA to represent, respectively, 
the values in the accumulator and at the cursor position in the text. 


@ The system is in Arithmetic Operations environment. 


1 | Press J. 


Type a constant, using the 
number keys, : —| F = ’ 


@..6.. VA and 
AC. 


Press iaiUiy . 


If the constant includes AC, 
check to make sure that the 
figure in the accumulator is 
the one you want. If it in- 
cludes VA, make sure the 
cursor is positioned on the 
right number in the text. 


Press J. 


A window opens to display 
the constant and a prompt. 


The constant is displayed as 


you type it. 


leaves the screen. 


You may now use the con- 


stant in a calculation. 


The system calculates the 
constant and transfers it to 


the accumulator. 


If the constant is logically 
consistent, the system ac- 
cepts it and the window 


If you exceed the capacity 
of the window (63 char- 
acters), the system beeps. 
To delete or modify a 
character, press ga] or 
| 

You may press [3g to 
abort the procedure. 


If the constant is not 
logically consistent, the 
system beeps. Modify it as 
required. 


You may press Fig to 
exit from the Arithmetic 
Operations environment. 
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TABLES: ACCESS TABLE ENVIRONMENT 


You may open a special window on the screen to type tabular data, calculate 
results, solve formulas, etc. Each rectangular segment in a table is called a “‘box’’ 
and each box may contain one or more lines. When you are working in table en- 
vironment, you may type only in the table. This module teaches you how to ac- 
cess table environment and create a table. The following modules will explain 
how to create and use the boxes that form the table. Almost all table commands 
are given by pressing the key together with an alphanumeric key. Be 
careful not to confuse the meanings of these key combinations in Table environ- 
ment with their meanings in text environment. 12-12A 


M@ The program disk is inserted and the status lines are on the screen. 


1 | Press MAYES . 


The contents of the status 
lines change as follows: 
The text name remains at the 
left. The feature name is 
displayed in the center. The 
value of the accumulator is 
displayed to the right togeth- 
er with the cursor position in- 
dicators in terms of: 
Box/line 

Table line/char. 


The format, without tab 
stops, is displayed on the 
fourth status line. 


The default table layout (10 
lines high and the length of 
the format) is displayed. 


You may press #24§ at 
any time to abort the pro- 
cedure. 


Lines in a table are iden- 
tified by + symbols. 

If you want to delete an en- 
tire table — including the 
symbols — use the pro- 
cedure entitled ‘‘Deleting a 
text block”’. 


If the cursor was positioned 
on an existing table com- 
mand, the table created 
following that command 
will be displayed. 


fe a 
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TABLES: INCREASE AND DECREASE TABLE HEIGHT 
CONTROL gy G Fg CONTROL pun U J 


You may add or delete lines from a table to make it longer or shorter, either before 
or after you have inserted data. A table may be up to 72 lines long. 


@ The system is in Table environment and the table to be modified is on the 
screen. 


Position the cursor: 


- On the line above or below 
which you want to add a 
line, or 


- On the line to be deleted. | The cursor position is re- 
flected in the Table line in- 


dicator. 


If the table contains boxes 
and the added or deleted 
lines affect them, the 
boxes will be modified as 
well. If a formula includes 
the name of a modified 
box, you might have to 
change the formula to 
reflect the modification. 


Press: 


- BOI once for each 


| line you want to add below 
the cursor position. 


- Be once for each 


line you want to add above 
the cursor position. 


- [eoNiel—te} once for each 


line you want to delete at 
the cursor position. 


If the table occupies only 
one line, a message asks 
you to confirm the delete 
command. If you confirm 
it, the system exits from 
Table environment. 


You may not use this com- 
mand to delete an entire 
box. 
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TABLES: CREATE BOXES WITH OR WITHOUT FRAMES 
[CONTROL ga 8 AM Rg CONTROL ga N IF 


Each table may contain up to 62 boxes. A box is a rectangular area within a table 
that contains data or space to type data. The sides and corners of a box are called 


L the “frame”. You may modify a box frame and print it or not as you wish. The 
sides and corners of a box may be shared with adjacent boxes but one box may 
not be enclosed in another. Any numeric data in a table that you plan to use in 
calculating results must be contained in a box. 12-12A 

The system is in Table environment and there is a table on the screen. 
1 | Move the cursor to where 
you want one of the corners 
of the box. 
Press: 
- to create a 
frame that will print when 
= the text prints. 
- BORO to create a 
“‘ghost’’ frame that will be 
displayed but not printed. | The feature name blinks and 
a shaded rectangle is 


displayed at the cursor 
position. 


Move the cursor to the corner 
diagonally opposite the one 


Ou just defined and press 
‘RETURN ; Box name: 


is displayed, followed by a 
name proposed by the 
system. The proposed name 
is the first unused letter in the 
alphabet and can be an 
upper- or lower-case letter as 


Se well as another keyboard 
symbol. ; 
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- Press to confirm 
the proposed name, 


To change the frame style, 
position the cursor on one 
of the corners and press: 


- EH) 10 change 


- Type another letter and a box with frame to a box 
press to change without frame, or 
the name. The box is displayed with 

a double outline if you want | - Gaye to change 


to print the frame a box without frame to a 
( eiwee—i} ) or with a} box with frame. 


dotted line if you don’t want 
to print it ( SONNE). 


or 


The box name is displayed 
next to the upper left corner, 
together with a letter (U) that 
indicates how the contents 
will be displayed and printed. 
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TABLES: TYPE TEXT IN A BOX 0;8;0;@; 


You may display and print the contents of each box in a number of different ways: 
centered, aligned at the left margin, set up in columns to the left or right, or aligned 
on the decimal point. A letter above each box identifies the way data will appear. 
The deafault value proposed by the system is ‘‘U’’ but you may change this value 
at any time. 12-12A 


@ You have defined a box and it is on the screen. 


Move the cursor to the posi- 
tion on the top line of the 
frame where you want to 
align data. 


If you: exceed the box 
capacity while you are typ- 
ing data or type data that 
is inconsistent with the 
command, the system will 
beep. 


-@. T indicates that data will be 
aligned to the left at this 
position. 


-9. D indicates that data will be 
aligned on the decimal point 
at this position. 


R indicates that data will be 
aligned to the right at this 
position. 


C indicates that all data in the 
box will be centered between 
the left and right sides. 


U indicates that all data will 
be entered normally but that 
any results calculated by the 
system will be aligned to the 
left of the box. 
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TABLES: EXCHANGE BOXES Gali} 


You may exchange the position of two boxes in a table, retaining their names, 
frames and contents, provided they are the same size. 


Mi Two boxes of the same size are on the screen. 


You may press F3ui§ at 
any time to abort the pro- 
cedure. 


Position the cursor inside 
one of the boxes. 


Exchange boxes 
blinks on the screen and the 
name of the first box is 
displayed. 


If the second box is not the 
same size as the first, the 
system beeps. Position the 
cursor correctly. 


Position the cursor inside the 
other box and press ; 


The two boxes are switched. 
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TABLES: MOVE A BOX Gali 


You may move a box — either with or without data — to another position in a table. 


Hi The box to be moved is in the table and there is space available in the new 
position. 


Position the cursor on one of 
the corners of the box to be 
moved. 


You may press F3Q§ at 
any time to abort the pro- 
cedure. 


The prompt If the corner is shared by 
Move box two or more boxes, the 
and the shaded cursor blink | system displays one of the 
on the screen. box names and you may: 


- Press Giailiii to con- 
firm the name on the 
screen, 


or 


- Type the correct box 
name and press 
RETURN 


Position the cursor on the 
corresponding corner of the 
new box position and press 


The box moves to this 
position. 
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TABLES: DELETE A BOX Baigwa- 


This feature lets you delete a frame from a box without deleting the contents. 
The contents remain, unframed, in the table. 


Mi The box whose frame you want to delete is on the screen. 


Position the cursor inside the 
box whose frame you want to 
delete. 
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TABLES: COPY BOX CONTENTS Baia 


You may copy the contents of a box into another box, provided that the second 
box is at least as large as the first. The second box may be empty or full. 


M@ Both boxes are on the screen. 


Position the cursor inside the 
box to be duplicated. 


You may press #3ui§ at 
any time to abort the pro- 
cedure. 


Copy box contents 
is displayed followed by the 
box name. 


Position the cursor inside the 
second box and press 


Any uncovered contents of 
the new box will remain 
unchanged. 


The contents of the first box 
will be superimposed on and 
replace any contents of the 
second. 
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TABLES: DELETE BOX CONTENTS Gaia 


You may delete the contents of a box in a single operation, leaving the frame 
unchanged. 


Mi The box whose contents you want to delete is on the screen. 


Position the cursor inside the 
box you want to delete. 
Press ines . Are you sure? Y/N 


asks you to confirm the 
delete command. 


Press: 


- [J to confirm the delete 
command, or 


The box contents are deleted 
from the screen. 


The box 
changed. 


- [J to abort it. remains un- 
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TABLES: COPY A BOX 


You use this procedure to duplicate an entire box — including the frame — at 
another position in the table. The system assigns a name to the copy and you 
may change it if you wish. 12 


M@ The box to be copied is on the screen. 


Position the cursor on one of You may press f3Qi§ at 
the corners of the box to be any time to abort the pro- 
copied. cedure. 


Press ; Copy box If the corner is shared by 
blinks on the screen together | two or more boxes, the 
with the shaded cursor. name of one of the boxes 

is displayed and you may: 


- Press Tiatiiy to con- 
firm the box whose name 
is displayed, or 


- Type the name of an- 
other box and press 


Position the cursor on the If the position is inconsis- 
corresponding corner posi- tent with other data or 
tion for the new box: and boxes in the table, the 
press : The shaded cursor remains | command is refused and 

in the original position and | the system beeps. Change 

the message the cursor position. 

Box name: 

followed by a letter asks you 

to confirm or change the 


name proposed by the 
system. 
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- Press Glatt} to confirm 
the name on the screen, or 


- Change the name by typ- 
ing another letter and 
press 


The system duplicates the 
box and inserts the copy at 
the new position. 
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TABLES: ADD A BLANK LINE Banos 


You may add a blank line to a box and shift each remaining line down one. This 
procedure does not change the size of the box. 


M@ There is at least one empty line between the last line and the lower edge 
of the box. : 


Position the cursor on the 
line above which you want to 
insert a blank line. 


If there is not enough room 
in the box, the command is 
not accepted and the 
system beeps. 


The system inserts a blank 
line and shifts the remaining 
lines down. 


3-143 


TABLES: DELETE A LINE FROM A BOX 


You may delete a line from a box and shift the remaining lines up one to close 
the space, leaving the blank line at the bottom of the box. The size of the box 
doesn’t change. Be careful not to confuse this feature with the 
command which deletes an entire table line. 


li The line to be deleted is in the box. 


1 | Position the cursor anywhere 
on the line to be deleted. 


Press (eoiiee—Zy . 


The line is deleted and the 
remaining lines shift up one. 


3 | Repeat steps 1 and 2 for 
each line to be deleted. 


_) SS es ee 
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TABLES: CHANGE BOX SIZE Wai 


You may change the size of an existing box provided that the new frame does 
not cover anything in the box. 


M@ The box whose size you want to change is on the screen. 


You may press 7308 at 
any time to abort the pro- 
cedure. 


Position the cursor on one of 
the corners of the box. 


Changing box size. If the corner is shared by 
two or more boxes, the 
name of one of the boxes 


is displayed and you may: 


- Press Tiaiuii to con- 


firm the name on the 
screen, or 


- Type the correct name 
and confirm it with 
RETURN 


Position the cursor on the If the new size is incom- 
corresponding corner posi- patible with the box con- 
tion for the new box. The proposed box is | tents, the system alerts 
displayed so that you may | you. 

verify it. 


Press [ai to confirm 
the command. 


The box size is changed and 
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TABLES: DRAW HORIZONTAL AND VERTICAL LINES 


You may draw horizontal and vertical lines inside a table. You may also draw 
lines within a box, provided that the data in the box is aligned at the left margin 
(‘‘U”’ layout). The lines consist of conventional characters and may therefore be 
modified with the conventional modification procedures. The lines may cross each 
other but may not cross a box frame. 


i The table is on the screen. 


1 


Position the cursor where 
you want to begin drawing 
the line. 


the line (without changing its 
direction) and press 
necessary. 


Press to exit from the 
procedure. 


is displayed together with a 
blinking rectangle. 


The line is drawn. 


You may press F3Mg at 
any time to abort the pro- 
cedure. 


2 | Press Draw lines 
3 | Move the cursor to the end of 
4 | Repeat step 3 as often as 
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TABLES: TYPE FORMULAS Gaia 


You may type formulas using standard algebraic notation to calculate results within 
a box or perform operations involving several boxes. Since there are so many 
uses for this feature, this module explains how to activate formula environment 
in a table and presents a series of sample formulas. Since the formula environ- 
ment uses typical Basic language logic, you may use Basic statements such as 
IF, FOR, END, SET, REM, GOTO, etc. if you are familiar with Basic. The system 
can calculate only one formula at a time. The maximum capacity of a formula 
is 72 lines of 60 characters each. 12A 


Rm ee EEL ee 


Hl The system is in Table environment and the table on the screen contains 
the boxes and lines whose contents you want to calculate. If you want to 
add all the lines in a box, for example, you have a blank line available for 
the result and the numbers were entered with decimal alignment. If you want 
to multiply all of the values of one box by the values of another — or apply 
a formula — the table contains an empty box big enough for the results. 


A window opens above the 
status lines and displays the 
number of the first available 
line with the cursor on the 
first position. 


If there is already a formula 
on this line, it is displayed. 
You may delete it or 
change it with the ap- 


propriate keys A 

CONTROL = BKSP & CANCEL 
You may check the ac- 
cumulator contents before 
accessing formula environ- 


ment by looking at the 
figure next to AC in the up- 


Type the formula. You may 
use numbers, 8, 8.@. 
’ % | , = | ’ , ’ AC 
(accumulator contents), 
RO-R9 (register contents for 


the text on the screen), A(n) per right corner of the 

where ‘‘A’”’ is the box and screen. You may also 

‘‘n”? the line number, box check the name of the box 

names (‘‘A’’, ‘‘B’’, “C’”’...), or or line, before accessing 

a line number (in paren- formula environment, by 

theses) ‘(1)’, ‘(2)’, “(8)”. positioning the cursor on 
the appropriate box or line 
and looking at the values 
next to Box/line. 


Se Bees: p 
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Following are several ex- 
amples of commonly-used 
formulas. 


Add the lines in a box: 


Add boxes: 


Subtract box contents: 


Add lines: 


Multiply box contents: 
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The formula is displayed as 


end of each line. 
The line number is displayed 
in the window. 

The system does not recog- 
nize errors in the formula. 


A(n) = SUM(A) 

where A is the box name and 
(n) is the number of the line 
to contain the result. 


C=A+B 

where C is the name of the 
box to contain the result and 
A and B are the boxes to be 
added. 


C=A—B 
with the same rules used in 
addition. 


C(3) = A(3) + B(3) 

where C, A and B are box 
names and (3) is the line 
number. 


C=A*B 
with the same rules used in 
addition. 


you type it. If it is longer than 
a line, press RETURN at the 


You may access previously 
entered lines (up to 72) with 
the BN and BW keys. 


You may insert a line 
above the cursor position 
by first pressing 

; aline be- 


low the cursor position by 
pressing fconao1 MG 

or delete a line by pressing 
. The sys- 
tem will automatically 


renumber the lines. 


If the boxes have different 
numbers of lines, the 
operation is performed on- 
ly up to the last line in the 
shortest box. 


If the boxes have different 
numbers of lines, the 
operation is performed on- 
ly up to the last line in the 


shortest box. , 


Divide box contents: C=A/B If a divisor is zero, an 


Using constants: 


Percent calculations: 


Increase or decrease a 
number by a given percent: 


Operations.on given lines in 
one or more boxes: 


Gross margin calculations: 


After you have typed the for- 
mula, press mh 


with the same rules used in 
addition. 


A=B+C+47 or 
A=12.3*C 

where 47 and 12.3 are con- 
stants. 


C=A*k% or 

C=k%*A 

where C is the box to contain 
the results, A is the box con- 
taining the value to be 
calculated and k is the 
percent. 


C=A*(k%) or 
C=A*(—k%) 

where C is the box to contain 
the result of adding or sub- 
tracting the percentage of 
box A. 


C(7) = A(1) + B(3)—A(2) or 
C(1) = B(3)* A(2) or 

A(4) = 56/A(3) 

where the numbers in paren- 
theses indicate the line 
numbers. 


C=?(A*k%) 

where C is the box to contain 
the results; ? is the gross 
margin symbol; A the box to 
be calculated and k the 


constant. 


The cursor is positioned on 
the table. 

The formula may be 
calculated as explained in 
the following module. 


asterisk (*) will print as the 
result. 


You may enter more than 
one level of parentheses. 
The operation will respect 
algebraic rules. 


The formula is stored only 
if you save the table that 
contains it. You should 
save it if you want to use 
it again. 
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TABLES: SOLVE FORMULAS Banas 


You use this procedure to calculate values in a table for which you have typed 
a formula. Before performing the calculations, the system checks to make sure 
the formula is valid and alerts you to any inconsistency in the formula or the table. 

12A 


HM You have typed a formula and the appropriate table is on the screen. 


If there is an inconsisten- 
cy in the formula, 
Operation impossible! 
will be displayed. Press 
dig , recall the formula 


with GREG and 


modify it. 


If one of the box names in 
the formula does not exist, 
the message 

Box not found! 

is displayed. Press ; 
recall the formula 
(HG ) 10 identi 
fy the error, and make any 
necessary corrections. 


If the formula contains a 
line number that can’t be 
used because it’s not in 
the box or has been 
entered incorrectly, 
Operation error! 

will be displayed. Press 
and recall and modi- 
fy the formula or table. 


If the formula contains lines 
that are not valid but that 
are not essential to the cal- 
culation (non-numeric data, 
for example), the message 
Not possible! EXIT/ 


RETURN=0 
“Se = cea 
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When the formula has been 
verified, the system begins 
the calculation. The mes- 
sage 

Wait! 

remains on the screen until 
all of the results are entered 
in the table. 


gives you the choice of 
aborting the procedure 
with or pressing 


iadesig to request that 
the system consider the 


contents of the line to be 
zero. 


You may interrupt the pro- 
cedure at any time by 
pressing 3 

If an error is encountered 
during the calculation, an 
error message will be 
displayed. The results up 
to that point will be in- 
serted in the table. 


PRE-PRINTED FORMS: PROGRAM A FORM 


The pre-printed forms environment lets you create forms and fill them in by ac- 
cessing only the positions you have programmed. Each position is called a field 
and is numbered automatically by the system. You may program a field to con- 
tain fixed or variable data and you may insert or delete a field by adding or deleting 
a field number. You may change the contents of the field, verify the accuracy 
of your program, fill out the form and print it. You may program an unlimited 
number of forms. Rhis module explains how to select pre-printed forms environ- 
ment and how to program the form. The following modules describe the other 
features. 13 


@ The program disk is in the drive with the main menu on the screen. You have 
a sample form inserted in the platen. 


1 | Select 
Pre-printed form 
and confirm with . | Pre-printed form: 


asks you to assign a name to 
the form. 


Type a name for the form 
preceded by the drive name, 
if necessaru (up to 8 
characters plus 2 for the 
drive name) and confirm with 
: Comment 

reminds you that you may 
assign a comment. 


This is a new form! 
is displayed to the right. 
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3 | Type acomment, if you wish, 
and press 5 


4 Press Giaguiiy . 


Pre-printed forms program 


Pre-printed form: 


is displayed again followed 
by the name you assigned 
together with any comment. 


pitch 


identifies the pitch of the 
daisy wheel in the print unit. 


A special forms window 
opens with the cursor on the 
first field number assigned 


by the system. 


Insert form correctly 


reminds you to insert the 
sample form correctly in the 


platen. 


0.0/0.0 


are the counters that indicate 
the position of the first 
character in the field in terms 
of lines (and/or fractions of 
lines) and spaces (and or 


fractions of spaces). 


If your daisy wheel doesn’t 
have optical recognition, 
make sure that the pitch 
corresponds to the daisy 
wheel pitch. 


If you want to change the 
pitch, press FORMAT] ; 

The cursor moves to the 
pitch field. Type the pitch 
of the daisy wheel and 


press Raa . 


It is not advisable to use a 
Proportiona! Spacing daisy 
wheel for this application. 


Insert the sample form, if 
necessary, using the paper 
handling keys. 


a ne SEU EEE EEE EEE SEEN SESEENES ESSERE 
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5 | To move the print unit to the 
beginning of a field, press: 


. and [J to move up 
and down a half line at a 
time. 


om CONTROL pa BE 
ROSEN to adjust 


the vertical position, if 
necessary, in micrometric 
increments. 


- BE). and 
to move hor- 
izontally one space at a 
time. 


om CONTROL fa —> MCU 
to adjust 
the position, if necessary, 
in micrometric increments. 


When the print unit is at the 
correct position, press 
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The number in the first 
counter increases- or 
decreases to reflect your 
position. 


The decimal digits in the first 
counter reflect the position. 


The exact print unit position 
is identified in the second 
counter. 


The position of this field is 
displayed and the cursor 
moves to the value represent- 
ing the type of field. 


F 
(fixed) if the field will always 
contain the same data. 


Vv 
(variable) if the contents will 
change. 


To return to the previous 
field, press 


CONTROL ges BKSP & CANCEL § 


Press: 


- fi followed by to 


program a fixed field. 


followed by to 


program a variable field. 


aug alone to confirm 
the parameter on the 
screen. 


If the field is fixed, type the 
contents (up to 48 charac- 
ters) and press : 


If the field is variable, you 
may use this space to type 
a reminder of up to 48 
characters that will be 
displayed when you are fill- 
ing in the form. 


Press Giaiuiy . 


(Press the [Mj and Ry keys 
to display the number of lines 
(up to 10) and BJ and 
to display the number of 
characters per line (up to 72). 
When the correct number is 


displayed, press ) 


The cursor shifts to the con- 
tents field. 


The number of the next field 
is displayed with the counter 
reflecting the last values 
entered. 


1x1 

requests that you type the 
maximum number of lines for 
this field and the number of 
characters per line. 


When you fill out the form, 
these parameters will be 
displayed so that you may 
follow them. 


The cursor moves to the next 
field. 
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10} When all the positions have 


You may use the cursor 
keys to restore fields to the 
screen. 


9| Repeat steps 5-8 for each 
field (up to 50). 


If you want to clear the 
screen without saving the 
form, press 

CONTROL pes Q 


been programmed, press 


To fill in a form, turn to the 
module entitled ‘‘Pre- 
printed forms: fill in a 
form”’. 


You may press [248 at 
any time to abort the pro- 
cedure. 


The sample form is stored on 
the disk in the drive identified 
in the form name. These 
names form part of the text 
list and are identified by the 
extension ‘‘.FMH’’. 
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PRE-PRINTED FORMS: 


MODIFY THE PROGRAM 


You may modify the parameters of one or more fields (position and type of field, 
contents, size, etc.). The modified form may be used immediately or saved with 


the modifications. 


M™ The disk containing the form is in the drive or the form is already on the 
screen. (If it’s already on the screen, begin the procedure with step 4.) There 
is paper inserted to the correct position in the platen. 


1 | Select 
Pre-printed form 
and confirm with ; 


Type the name of the form 
preceded by the drive name, 
if necessary, and press 


Press Giaiuiiy . 


Use the RJ and §¥ keys to 
access the proper field and 
access the data to be mod- 
ified with or ZG : 


Modify the field with the 
same keys and procedures 
you used to program them 
and confirm the modifica- 


tions with Giaiiiy . 


Pre-printed form: 


Comment 
is displayed with the com- 
ment you assigned. 


The programming window 
for this form is displayed. The 
cursor is on the first field 
number. 


You may return to the 
previous field by pressing 
CONTROL ges BKSP & CANCEL F 


If you change a fixed field 
to a variable field, 
remember to assign the 
dimensions when the 
dimensions parameter is 
displayed. 


The system moves to the 
next field. 


If you change a variable 
field to a fixed field, the 
system automatically 
deletes the dimensions. 
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PRE-PRINTED FORMS: ADD OR DELETE A FIELD 


You may add or delete a field by adding or deleting a field number. If you delete 
a number, the system automatically deletes all data pertaining to that field. In 
both cases, the system re-numbers the remaining fields. 


M@ The disk containing the form is in the drive or the form is on the screen. (If 
it’s on the screen, begin the procedure with step 4.) 


Select 
-Pre-printed form 
and confirm with . | Pre-printed form: 


Type the name of the form 

that you want to modify, 

preceded by the drive name 

if necessary, and confirm 

with ; Comment 
is displayed together with 
any comment you typed. 


Press GUGM . The programming window 
opens with the cursor posi- 
tioned on the first field of the 
form. 


Use the Mm , RY 

SCREEN DOWN 
keys to position the cursor on 
the number of the field to be 
deleted or the number follow- 
ing the field to be added. 
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- Kea] to delete the number 
and the contents of the 
field. 


- BG to request 


that the system assign a 
new number to the position 
preceding the cursor. 


The system re-numbers the 
remaining fields. 


The system assigns the 
number and re-numbers the 
remaining fields. To program 
the new field, see steps 6-9 
of the module entitled ‘‘Pre- 
printed forms: program a 
form’’. 


6 | Repeat steps 4 and 5 for 
each field that you want to 
add or delete. 


You may continue working 
on this form before saving 
it. 


- to store the form on 
the disk identified in the 
text name. 


- (eeMhistem—teh to delete it 


from the screen without 
storing the modifications. 
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PRE-PRINTED FORMS: VERIFY THE PROGRAM 


You may check to make sure that the stops you have programmed in a pre-printed 
form are exactly where you want them. You may verify them either by shifting 
the print unit from one stop to another or by printing ‘‘x’s” at each stop position. 
It is advisable to know the name of the pre-printed form. 


M@ The disk containing the form is in the drive or the pre-printed form is already 
on the screen. (If it's on the screen, begin the procedure with step 4.) The 
form is inserted in the platen in the same position as it was when you began 
to program it. 


Select 
Pre-printed form 
and confirm with : 


Pre-printed form: 
asks you to type the form 
name. 


Type the name of the form 
preceded by the drive name, 
if necessary, and confirm 
with 


Comment 
is displayed with the com- 
ment you assigned. 


Press Giaiuiiy . 


The pre-printed form window 
opens with the cursor on the 
number of the first field. 


Press iia . 


Insert form correctly 
asks you to make sure that 
the form is inserted in the 
same position as it was when 
you programmed it. 


If the form is inserted corect- 


ly, press Uy . 


Check form: RETURN= 
verify stops/X = print stops. 
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6 | Press: 


- to visually verify 
the stop position. Each time you press 


, the print unit moves 
to the next field. 


- to print a test sample. | In fixed fields, the text that | You may stop printing at 

you entered will print. | any time by pressing 

Variable fields will be filled 

with x’s. 
If the positions are not set 
You may now print a form. | corectly, modify them as 
described in ‘‘Pre-printed 
forms: modify the pro- 
gram’’, delete the form 
from the screen if it is not 
stored or delete it as you 


would delete any text. 
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PRE-PRINTED FORMS: FILL IN A FORM Gaia 


This module explains how to fill in a form you have programmed. You fill it in 
on the screen and print it when you’re ready. 13 


M@ The program disk is in the drive and the main menu is on the screen. You 
have inserted the form in the platen in the same position as it was when you 
programmezd it. 


1 | Select 

Pre-printed form 

and confirm with . | Pre-printed form: 
asks you to type the name of 
the form. 


2 | Type the form name, preced- 
ed by the drive name if 
necessary, and confirm with 
The comment is displayed. 


3 | Press : The cursor moves to the first 
field. 


4 | Press BiG . — variable field begins 
to blink. 


A window of the dimensions 
established for this field opens 
with the cursor positioned at 
the beginning of the field. 


Type the data to go in this 
field, ending each line — in- 


ram blank lines — with 


After you have filled in all the 


lines, press GiqQUi\} again 
to confirm the contents. 


If you exceed the field 
capacity, the system 
beeps. 


The text — without symbols 
— is displayed in the window. 


If you want to modify a line 
before confirming the con- 
tents, use 

CONTROL gas BKSP & CANCEL 


or GitstUai§ to access the 
line and FE or Fy toac- 


cess the character. 


The cursor moves to the next 
variable field and the cor- 
responding window is 
displayed. 
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7| Repeat steps 5 and 6 for 
each variable field to be filled 
in. 


If you want to skip a field, 


press Gigi} until the 
window leaves the screen. 


When all of the fields are filled 
in, the message: 

Y = print/N = verify/EXIT 

is displayed. 


Press: 


You may press [23M§ at 
any time to abort the pro- 
cedure. 


- [JJ to check the contents 
of the fields again. 


The cursor moves to the first 
variable field. Each time you 
press , the next field 
is displayed until the prompt 
is displayed again. 


- [J to print the form. Insert form correctly. 


You may press [305 to 
abort the procedure. 


Check to make sure that the 
form is inserted in the platen 
in the same position as it was 


when you programmed it and 
press ESR 


Repeat steps 4-9 for each 
form to be filled in. 


Press (ee\isiel—tel to delete 


the pre-printed form from the 
screen and return to the 
main menu. 


The form prints. 
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SAVE A TEXT IN ASCII FORMAT 


The system automatically assigns the extension ‘‘.OTX” to all SWS texts. If you 
type another extension, the text will be stored in ASCII format. As a result, you 
may also store an ASCIl text as if it were an SWS text. ASCII texts are handled 
with MS-DOS operating system procedures to which you should refer for further 
explanation. 


@ An SWS text is on the screen and its name — or ...???... — is shown on 
the second status line. 


Press BG . 


Type text name: If the text is an ASCII text, 
is displayed, followed by the | you may save it as an SWS 
text name. text in this step by deleting 
the extension and pressing 


Add any extension other than 
“OTX” and confirm with 


Press: 


Save in ASCII format? Y/N. 


- [J to abort the procedure, 
or 


- [J to confirm it. The system saves and 
renames the text, displaying 
the name with the new exten- 
sion on the second status 
line. If the text had already 
been saved, it remains as an 
SWS text as well. 
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CONVERT AN ‘‘MWP” TEXT INTO AN “‘SWS” TEXT AND 


VICE VERSA 


Texts that were created on the Olivetti ETV 350, ETV 250 and the disk version 
of the ETV 240 are called ‘‘MWP” texts. You may convert these texts to “SWS” 
format so that you may use them with this system. You may also convert “SWS” 
texts to ““MWP” texts. This guarantees compatibility between texts created on 


different systems. 


—_— 


1 | Select 
Copy text 
and confirm with 


2|- If you are converting an 
MWP text, type the text 
name followed by the ex- 
tension ‘‘.MWP”’. 


- If you are converting an 
SWS text, type only the 
text name since the system 
recognizes the extension. 


Press Hiauiiy . 


- If the text was an MWP 
text, type a new name 
without any extension. 


- Ifthe text was an SWS text, 
type the extension 
‘“MWP”’ after the new 
name. 


Source text: 
asks you to type the name of 
the text to be converted. 


Destinat. text: 
asks you to type a name for 
the converted text. 


If the texts are not in drive 
A, type the drive name as 
well. 
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If the texts are not in the 
drive or if you have typed 
an incorrect text name, a 
prompt alerts you. Press 
Kea] and correct the 
error. 


5 | Press Giaauiiy . 


Depending on the type of 
conversion you requested, 
one of the _ following 
messages will be displayed: 
Convert text from MWP to 
SWS? 

Convert text from SWS to 
MWP? 


You may press (248 at 
any time to abort the pro- 
cedure. 


6 | Press Giusy to confirm 
the command. 


The system verifies that the 
text is on the disk in the drive 
indicated. If there are no in- 
consistencies, both texts 
show the Comment: of the 
original text. 


- Type a new comment, if 
ou wish, and press 


- Press Giaiii} alone to re- 
tain the original comment. 


After the text has been con- 
verted, the Disk utilities 
submenu is displayed. 
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SPECIAL FEATURES 


This environment is used to change the date, deactivate the international daisy 
wheel, set the type of paper handling, form length and perforation skip. You also 
use this environment to program the type of keyboard and change the line feed 
standard. Several of these parameters — the date and the line feed standard, 
for example — remain valid for all the environments in which the system can 
operate. Those regarding paper handling devices are significant only if you are 
using these accessories. 


M@ One of the windows generated by pressing or is on the 
screen. 


1 | Press RQiEae . The following window is 
displayed: 


SPECIAL FEATURES 


Date: XX.XX.XX Time: XX.XX.XX 
Internat’! daisy Keyboard: 

Paper feed Line feed: 

Form length # of lines to skip 


Use J and &@ to move; use Jj and Bf to select. 


Use the FE and &@ keys to 
access the parameter to be 
modified. 


The parameter at the cursor 
position is highlighted. 
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3 | Verify the parameter value or 
press the {jj and £W keys 
as needed to display the 
desired value. 


The available values for each 
parameter are displayed, in 
sequence, as follows: 


Date: 

month (from 1 to 12). 
day (from 1 to 31) 
year (from 00 to 99) 


Time: 
hours (from 0 to 23) 
minutes (from 00 to 59). 


Internat’! daisy 

on: an international daisy 
wheel is inserted 

off: a national daisy wheel 
without optical recognition is 
inserted. 


Paper feed 

Identifies the paper feed 
device in use: 

None: Manual feed 

F. Feeder: Continuous forms 
with a tractor feeder 

SF: 1 bin: Single-bin sheet 
feeder 

SF: 2 bin: Dual-bin sheet 
feeder 

Cnt. Form: Continuous 
forms. 


Form length 

identifies the distance be- 
tween perforations. There 
are 16 possible values, mea- 
sured in inches and cen- 
timeters. 
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Repeat steps 2 and 3 for each 
parameter to be modified. 


Press Bagas\ieiiit} again to 


delete the window from the 
screen. 


Keyboard 
Determines how the accent 
keys are handled. 

WP: Accents are handled as 
“dead” keys. They are dis- 
played and printed above or be- 
low the character that follows. 
ASCII: Accents are handled 
as standard characters, oc- 
cupying one position. 


Line feed: 

Identifies the line feed standard 
(not the line spacing). The 
default value is the standard 
generally used in English- 
speaking countries (Ruys). 
Normal 

Zurich 

Legal 

Ruys 


# of lines to skip 
Specifies the number of 
blank lines (measured in line- 
feeds) you want to leave both 
above and below the perfora- 
tion on a continuous form. 
OFF: none 

1: 1 linefeed 

2: 1-1/2 linefeeds 

3: two linefeeds 

4: 2-1/2 linefeeds 

5: 3 linefeeds. 


These parameters remain in 
effect, regardless of the envi- 
ronment in which you are op- 
erating, until you change them. 


To exit from Typewriter 
Mode or Printing and Paper 
Handling Mode, press 


a PAPER ON Fis 


spectively. 
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CONFIGURATION PARAMETERS 


Each system is installed to perform according to certain criteria. What type of 
daisy wheel is used? Should the text be saved automatically? How many decimal 
places should appear in the results of calculations? These criteria are called con- 
figuration parameters and the values that are set in your system are called the 
“default” values. This module describes the parameters and explains how to 
change them. 


@ The program disk is in the drive and the main menu is on the screen. 


Select 
Change parameters 
and confirm with 


The list of parameters that 
you may modify is displayed, 
with the cursor positioned on 
the value corresponding to 
the first parameter. 

Autosave value (0-30,000) 
asks if you want to 
automatically save text while 
you are typing it and how 
many characters you want to 
save at a time. The default 
value is 1000 characters. 


You may access each 
parameter in sequence by 
pressing Giawuiy . 


- Press 0 (zero) followed by 

if you don’t want 
to activate the autosave 
feature, or 


- Type the number of char- 
acters you want to save at 
a time (up to 30,000) and 
press 


The cursor moves to 
Typewriter (TPW) or Printer 
(AUX) 

which identify the output unit 
— either an auxiliary printer 
(AUX) or a typewriter or 
system print unit (TPW). The 
default value is TPW. 
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- Press Giatuii§ to confirm 
the value at the cursor 
position, or 


- Type AUX or TPW followed 
by to change it. 


- Press Gigtiili to confirm 
the value at the cursor 
position, or 


-69.0.8.0. 0 to- 


lowed by to change 
ius 


The cursor moves to: 

Draft (D) or Quality (Q) 
(I/X/Y) 

which asks if the system is 
connected to a draft printer 
(D) or a “‘quality”’ printer (Q). 
|, X, and Y correspond to 
other quality printers. The 
default value is Q. 


The cursor moves to: 
Manual(M)/Forms(S)/Sheets 
(A/D/F) 

which refer to the type of 
paper feed device in use as 
follows: 

none, 

S = continuous forms feeder, 
F = automatic sheet feeder, 
A = single-bin sheet feeder, 
D = dual-bin sheet feeder. 
The default value is M (none). 


Use ELGaeesm to 
delete characters; 
CONTROL gag BKSP & CANCEL 
to return to the previous 
parameter (or the main 
menu from the first para- 
meter); (348 to abort the 
procedure. 


The exact correspondence 
of Q, I, X, Y and D to 
various auxiliary printers is 
given in the printer 
documentation. 
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- Press [lagUii} to confirm 
the parameter at the cursor 
position, or 


-8.0.0.8.¢0 


followed by to 
change it. 


- Press iam} to confirm 
the value at the cursor 
position, or 


- 9. 0 or Bf followed by 
to change it. 
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The cursor moves to: 

Stop at pitch change 
(Y/N/A) 

to ask if you want to stop 
printing when the system en- 
counters a pitch change 
command in the text (Y), if 
you don’t want to stop prin- 
ting (N), or if you want to stop 
printing only if the pitch and 
the daisy wheel are incom- 
patible (A). 

The default value is A. 


The cursor moves to: 
Type of daisy wheel (I/N/A) 
to ask if you are using a na- 
tional daisy wheel (N), an in- 
ternational daisy wheel (I) or 
a daisy wheel with automatic 
pitch recognition (A). 

The system is delivered with 
a national daisy wheel with 
automatic recognition (A). 


In this system, A and D are 
usable only if the system is 
connected to an auxiliary 
printer that can handle 
these devices. 


- Press fiat to confirm 
the value at the cursor 
position, or 


- 0,0), or Bf followed by 
according to the 
daisy wheel in the print 
unit. 


The cursor moves to: 
Lines per page in list: 

to ask for the number of lines 
per page that you want to 
print when you print the list 
of texts. The default value is 
45. 


- Press fia to confirm 
the default value, or 


- Type the desired value (up to 
99) followed by ars The cursor moves to 

Glossary text name: 

and displays the name. 

“GLOSSARY” which is a fix- 

ed name assigned by the 


system. 


Press to confirm the 
proposed name. The cursor moves to: 
Decimal point (.) or comma 
(,) 

to ask if you want to separate 
the whole number from the 
decimal digits with a decimal 
point or a comma. The 
default value is a decimal 
point. 


MS-DOS users may ac- 
cess this file in the direc- 
tory. The extension is 
GLO 
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Press Eiatiis to confirm 
the default value, or 


- Type a comma ff or a de- 
cimal point [ff followed by 
to change it. 


The cursor moves to: 
Separate thousands? 
(M=yes/N = no) 

to ask if you want to separate 
the thousand in results of 
calculations. The default 
value is N. 


If you selected a decimal 
point for the decimal 
separator, the thousands 
separator will be a comma, 
and vice versa. 


Press [iaiUi to confirm 
the value at the cursor 
position, or 


- Type [JJ or IJ followed by 
to change it. The cursor moves to: 
How many decimal places? 
(0-9) 
to request the number of 
decimal places to be 
displayed and printed in the 
results of calculations. The 
default value is 3. 


Press (iaiy to confirm 
the default value, or 


- Type a number from [J to 


Ey followed by to 


change it. The cursor moves to: 

Print zero (Z) or leave blank 
(N) 

to ask if you want to print a 
0 if the result of a calculation 
is zero or leave a blank 


space. The default value is Z. 
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13|- Press to confirm 
the default value, or 


- [J or & followed by 


aeeaity to change it. 


- Press [iat] to access 
the next parameter, or 


- Type the name of the pro- 
gram followed by 


- Press GiaiUiM to access 
the next parameter, or 


- Type the information in- 
dicated in the manual 


followed by ; 


= 


The cursor moves to: 

Spell Check/Hyphenation 
drive: 

to ask you to type the name 
of the Spell Check program 
if it is loaded. 


The cursor moves to: 

User dictionary drive name: 
to ask that you identify the 
drive containing the user dic- 
tionary if the Spell Check 
program is loaded. 


The cursor moves to: 


Text in what language? 
(0-9) 

to ask you to identify the lan- 
guage of your text for the auto- 
matic hyphenation procedure. 


If the optional spell check 
program is not installed, 
press alone with- 
out typing anything. 


The name of the program, 
which includes characters 
that identify the language, 
will be indicated in the pro- 
gram documentation. 


Detailed information about 
this program is provided in 
the relevant manual. Don’t 
change this parameter at 
this time. 


Soo ee 
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The default value is the lan- 


guage of the program disk 


where: 

0 = English 
1 = French 
2 = German 
3 = Spanish 
4 = Italian 


5-9 = other languages. 


- Press Gilad} to confirm 
the default value, or 


- Type the number cor- The system can automat- 
responding to the lan- ically hyphenate texts in 
guage of your text and any of the languages 
press RETURN The cursor moves to: listed. 


Store? (Y/N) 
17| - Press [J to store the par- 

ameters on the program 
disk, or 


- [J to use them now and if you press [JJ , the de- 
delete them when the fault parameters will be 
system is turned off. The main menu is displayed. | restored when you turn the 


system on again. 
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RESTORE THE IMAGE fuliges 


You may clear the contents of the screen at any time and restore the previous 
image. This feature is useful, for example, when the system is connected to a 
communication network and you want to delete any messages transmitted by 
the host computer or other terminal. 


Mi The system is connected. 


a 
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EXIT FROM THE SWS PROGRAM TO MS-DOS 


The system is an MS-DOS system and includes a special keyboard for use as 
a personal computer. The personal computer key designations are printed to the 
right of the function key fronts. To use the MS-DOS operating system or personal 
computer programs, you must exit from the SWS program. To use MS-DOS or 
PC-compatible programs, you must be familiar with the relevant operating pro- 
cedures. 


@ The main menu is on the screen. 


Select 
Exit from word processing 
and confirm with : 


As with any MS-DOS file or 
program, you may reload 
the SWS program by inser- 
ting the program disk in 
A> drive A, typing SWS next to 
indicates that you may enter | the A> symbol, and con- 
an MS-DOS command or a | firming with 

file or program name. 


The system exists from the 
SWS program. 
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MS-DOS PRINTER CONTROL 


When you press , athree-column window opens on the screen. The first 
column displays the parameters that you may set to print in MS-DOS environ- 
ment. The parameters in the second column refer to the paper feed device and 
other printer conditions as well as to the optical paper sensor and paper move- 
ment. The third column shows the date and time. The lower part of the window 
is used to set the format and display two messages. The first reminds you 
that you may access the Special Features window by pressing ; 
The second explains that you may establish the top of the form in continuous 
forms printing by pressing 

This module is directed primarily to those users who want to print directly in MS- 
DOS environment. 


M@ The system is turned on. 


1 | Press ; The following window opens: 


PRINTING AND PAPER HANDLING 


Pitch 12 Paper opt _ Time: _ 
Attribute : xx Printer XXIXXIXX 
Impact : CL] Sensor — >Date: a 
Line feed: 1 N Paper XX.XX.XX 


Im # rm 


Press Bafta) to open Special Features window 


Press to set top of form 
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2 | Check tomake sure that the 
value for the following 
‘parameters are acceptable 


or change them by pressing 
the corresponding key until 
the desired value is dis- 
played. 


- to change the print 
pitch. 


- to change the 


character attribute at any 
time. 


- to adjust the stroke 
intensity. 
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Pitch: 

10: 10 chars/inch, up to 132 
chars/line (Pica) 

12: 12 chars/inch, up to 158 
chars/line (Elite) 

15: 15 chars/inch, up to 198 
chars/line (Mikron) 

PS: Proportional spacing 

A: Optical pitch recognition. 

If an optical recognition daisy 

wheel is inserted, it auto- 

matically adapts to the pitch. 


Attribute 

XX: normal 

XX: underlined 
XX: bold 

XX: underlined bold 


: reverse 


Impact: 

Minimum: L] 

Maximum: : 

The impact you select 
depends on the type of 
paper, ribbon and type style 
you are using. Change it on- 
ly if the print quality seems to 
require it. 


If an optical recognition 
daisy wheel is inserted (A) 
and you want to change 
the pitch, a prompt will re- 
mind you to deactivate the 
optical recognition feature 
before you change the 
pitch. 

Press 
to delete the A. An interna- 
tional daisy wheel is 
represented by |. 


= 


line spacing. 


To establish the format, turn 
to Step 1 of the module en- 
titled ‘Format: Margins and 
bell’ in the ‘Typewriter 
Mode”’ section. 


Line feed 

1: single spacing 

2: 1-1/2 spacing 

3: double spacing 

4: 2-1/2 spacing 

5: triple spacing 

N: Line feed standard (Ruys, 
Normal, Zurich, Legal). 


- to change the 


To change this value, see 
the module entitled ‘‘Spe- 
cial features’. 


You may shift the window 
horizontally and vertically 
on the screen by holding 
the shift key down and 
pressing one of the cursor 
movement keys. 


To delete the window 


from the screen, press 


3-181 


4. EXAMPLES 


EXAMPLES 


This section is designed to help you increase your understanding of some of the 
system procedures by means of examples that can also serve as practice ex- 
ercises. 


When you first read a module, you may turn to the matching example number 
to see an example of the procedure, or you may do the exercise to practive it. 


You may also use the instructions on the left as a memory refresher for procedures 
that you have already learned. 
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Example: Name a text 


4-2 


Type a text 

Center a phrase between margins 
Right alignment 

Ragged right margin 

Save a text 

Print a text 


Clear a text from the screen (Quit text) 


. Assign aname and comment to the text. 

. Type the text, giving the commands shown in color. 

. Make sure there is a data disk inserted and save the text ( Bi). 
. Position the cursor at the beginning of the text ( Gags ON OS. 


. Select “ragged right margin’’ ( GIA ) and print one copy of the text 


@ PRINT BF 


. Clear the text from the screen ( RaiGws fH ). 


- 


Text name: ECOL 
Comment: Promotion 


Dear Sir: me 
We take pleasure in announcing the publication of our most recent book, 
entitled: 4 


d 


ECOLOGY: QUESTIONS AND merHoDs|Y| Ceenter_) 


This volume incorporates the most up-to-date information about the 
subject and includes the papers read at the recent International 
Ecological Congress held last April. d 

You may obtain a copy of the book at one of our local offices as well as 
at your local book store. 


Gian AT RG British Ecological Soc iety|P| 


Sincerely yours, a 


d 


SAMPLE TEXT NAMES 


Correct: REPORT = report Report 
ABCDEFGH AbCDeFGH abcdefgh 
ECOL1 Ecoll ecol1 
disk24 DISK24 Disk24 
B:REPORT B:report b: Report 


Incorrect: RE PORT (spaces are not accepted) 
Ecol,1 (commas are not accepted) 


disk1+23 (plus sign is not accepted) 
Names: 3 (colon accepted only after the 
drive name) 


Example: Recall a text to the screen 


Print from an intermediate point 


1. Recall the text named ECOL. 


. Select “ragged tight margin’’ ( Gi ). 


3. Print the text, beginning with the circled letter. 


ie) 


4. Clear the text from the screen ( Riis ). 
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Dear Sir: 


We take pleasure in announcing the publication of our most recent book, 
entitled: 


ECOLOGY: QUESTIONS AND METHODS 
This volume incorporates the most up-to-date information about the 
see and includes the papers read at the recent International 


ecological Congress held last April. 


You may obtain a copy of the book at one of our local offices as well as 
at your local book store. 


Sincerely yours, 


British Ecological Society 
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Example: Position the cursor on the status lines 


Store a format in one of the storage areas (X, Y, Z) 
Modify the format 
Store the new format in one of the storage areas 


Recall a previously-stored format 


. Recall the text named ECOL. 

. Position the cursor on the 4th status line ( G02, a 

. Store the format ( GGG ). 

. Insert the program disk and store the format in area Y. 

. Position the cursor on the third status line ( GQ , ). 


. Change the values indicated in the diagram and delete the tab stops marked 


with ‘‘x’’. 


. Store the new format in area Z. 
. Recall the format stored in Y ( GQ, @ ). 


. Clear the text from the screen ( GaiGwe fa ). 
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Example: Alphanumeric and decimal tab stops 


le 


2 


3. 
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= 
Turn the system off and on. 
Insert the program disk and a data disk. 
Type a new text name and comment. 
. Recall the format stored in area Z ( GG0N# 4 ). 
. Type the example, accessing the tab stops with the keys shown. 
. Save the text and then print it. 
an 
7) 


Text name: 
Comment: 


Ex4B 
Tabulation 


New York 


Phoenix 
Houston 


EER CONTROL @ TAB 
Pe 


51 


11.58 Fa 


8°32 
7.00 
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ee ee 
Example: Required space 
Indent 
Underline 
Half line up 
1. Using the built-in format (which you may recall from Y since you stored it in 
Example 2), select ragged right margin ( Qui BH] ) and type the sample 
text, giving the commands indicated in color. 
2. Save the text ( RY ). 
3. Print the text ( GG ). 


4. Clear the text from the screen ( Gaia ). 


Text name: URB372 
Comment: Memoirs78 


REQuIRED SPACE 


if Samuel N, Strong were to visit the capital today, he would not be 
able to recognize it. In 1832, he described it like this: 


PARAGRAPH "Imagine a silent landscape where only the murmur of a 
INDENT nearby brook beckons you to a refreshing respite from a 
sultry August afternoon. Your path is scented by the flowers 
that hang in bunches from the balconies and surround the 
white walls that enclose the patios. 


Further ahead are the fields that separate this jewel from 
the broad straight thoroughfares. It is a charming half-day 
stroll, this rambling passage between the sea and the hills 
that grow into mountains. " 


Gheme oP) (from Memoirs of a Traveler, p. 78) GRERLING ) 


This capital todays” 
the ocean and mountains. Large sections, whose skyscrapers form a walled 
barrier around the crumbling center, extend to the water's edge and 


has reached and exceeded the natural boundaries of 


seemingly attempt to climb the once-impermeable mountainside. 


Here and there, on land stolen from the ocean and the mountain, new 
buildings spring up to foreshadow still more congestion in the capital. 
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Example: Move the cursor 
Display the text with and without symbols (Blind/reveal) 
Manual search and replace 


Automatic search and replace 


1. Recall the text named URB372. 


2. Note how the text looks without symbols ( (Qs ) and then press 
again. 


3. Position the cursor at the end of the line ( HQ ). 
4. Position the cursor at the end of the text ( GaiG@a-W ). 
5. Position the cursor at the beginning of the text ( aiies ON ). 


6. Search for the word “‘crumbling’’ and change it manually to ‘“‘ancient”’ 


@ SRCH JBM RETURN BP 


7. Return the cursor to the beginning of the text. 


8. Replace each occurrence of the word ‘‘capital’”’ with ‘‘city’’ 


(@ CONTROL FX SRCH fm RETURN BD 


9. Print the text. 
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4A 


If Samuel N. Strong were to visit th today, he would not be 
able to recognize it. In 1832, he described it like this: 


"Imagine a silent landscape where only the murmur ofa 
nearby brook beckons you to a refreshing respite from a 
sultry August afternoon. Your path is scented by the flowers 
that hang in bunches from the balconies and surround the 
white walls that enclose the patios. 


Further ahead are the fields that separate this jewel from 
the broad straight thoroughfares. It is a charming half-day 
stroll, this rambling passage between the sea and the hills 
that grow into mountains. " 


(from Memoirs of a Traveler, p. 78) 


toaue’ has reached and exceeded the natural boundaries of 
the ocean and mountains. Large sections, whose skyscrapers form a walled 
center, extend to the water's edge and 

e once-impermeable mountainside. 


barrier around the 


seemingly attempt to climb 


stolen from the ocean and the mountain, new 


Here and there, on land 
buildings spring up to]foreshadow still more congestion in the 
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Example: Cut and paste: Create a text block 
Name the text block and save it 


Print the text with a perfect right margin 


1. Recall the text named URB372 if it is not on the screen. 
2. Create a text block consisting of the third paragraph ( WRG . ). 
3. Save the text block ( [@), naming it URB373. 


4. Position the cursor at the beginning of the text and prepare it for printing with 
a perfect right margin ( ; 


5. Print the text. 


6. Clear the text from the screen ( Gaui ). 


4B 


If Samuel N. Strong were to visit the capital today, he would not be 
able to recognize it. In 1832, he described it like this: 


"Imagine a silent landscape where only the murmur of a 
nearby brook beckons you to a refreshing respite from a 
sultry August afternoon. Your path is scented by the flowers 
that hang in bunches from the balconies and surround the 
white walls that enclose the patios. 


Further ahead are the fields that separate this jewel from 
the broad straight thoroughfares. It is a charming half-day 


stroll, this rambling passage between the sea and the hills 
that grow into mountains. " 


(from Memoirs of a Traveler, p. 78) 


(2) has reached and exceeded the natural boundaries of 
the ocean and mountains. Large sections, whose skyscrapers form a walled 
barrier around the crumbling center, extend to the water's edge and 
seemingly attempt to climb the once-impermeable mountainside. 


This capital today 


Here and there, on land stolen from the ocean and the mountain, new 
buildings spring up to foreshadow still more congestion in the capital. 
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Example: Header/footer ( GaGa ) 


Automatic page numbering 


1. Recall the text named URB372. 


2. Recall the header/footer pattern ( GQ{iGFA] ) and fill it in as shown in ex- 
ample A. 


3. Change the In/pg value in the format to 10 and print the text. 
4. Recall the header/footer pattern and fill it in as shown in example B. 


5. Print the text again. The header (and footer) with the page number will print 
beginning on the first page. 


6. Recall the pattern again and fill it in as shown in C. 


7. Print the text. The header will print on each page but, since there is no ques- 
tion mark, the pages will not be numbered. 


8. Clear the text from the screen. 
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[___]t 1[_____] Header position (LIC/RIAIZ): 


Number of first page: 7 ® 
# of pages without header/footer: 1 
Number of columns (1-4): 1 


Characters between columns: 5 


Footer position (L/C/R/AIZ): C 


Header position (L/C/R/AIZ): |. 


MINUTES 
Number of first page: 1 M 

# of pages without header/footer: 0 
Number of columns (1-4): 1 — 

Page 3 


Characters between columns: 5 


Footer position (L/C/R/AIZ): C 


t 2[______] Header position (LICIRIA/Z): | sinner 


Number of first page: 1 © 
# of pages without header/footer: 0 
Number of columns (1-4): 1 


Characters between columns: 5 


Footer position (L/C/R/AIZ): C 


Example: Form letters: Manual entry of variables 
Enter the stop codes 
Type the variables 
Print the text with the variables 


Delete the variables 


1. Name a text and assign a comment. 


2. Type the text, giving stop code commands ( @QiG§A ) in the positions 
indicated by the arrows. 


3. Save the text. 


4. Access each stop code position ( {ii} fi ) and type the variables for the 
first letter (Marple/September 13/King). 


5. Position the cursor at the beginning of the text and print the first letter. 


6. Delete the variables from the first letter ( ) and type the second 
set of variables. 


7. Print the second letter and clear the text from the screen. 
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Text name: Pers323 
Comment: Standard text 


Dear Mr. | 


Thank you for your recent inquiry regarding employment opportunities 
with our company. 


We find your background of interest and would be pleased to discuss at 
greater length the possibility of your joining our organization. 


If you are interested in pursuing this matter, please visit us on | at 
our offices at the above address. Please ask for Ms. | 


FIRST LETTER 


Dear Mr (Marple: 


Thank you for your recent inquiry regarding employment opportunities 
with our company. 


We find your background of interest and would be pleased to discuss at 
greater length the possibility of your joining our organization. 


If_you are interested in pursuing this matter, please visit us on 
September 13)at our offices at the above address. Please ask for 


SECOND LETTER 


Dear Mr (Gregor): 


Thank you for your recent inquiry regarding employment opportunities 
with our company. 


We find your background of interest and would be pleased to discuss at 
greater length the possibility of your joining our organization. 


If you are interested in pursuing this matter, please visit us on 
at our offices at the above address. Please ask for 


Example: Create a form letter (standard and variable texts) 


1. Assign a name and comment to the standard text. 


2. Type the standard text, giving a switch code command ( BayiGws AH ) in 
each of the marked positions. 


3. Save the text, then clear it from the screen. 


4. Assign a name and comment to the variable text. 

5. Type the variable text, giving a switch code command ( iis] ) at 
each position indicated in the example. (You need not enter a.switch code 
after the last variable.) 


6. Save the text. 
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STANDARD TEXT 


Text name: File786 
Comment: Standard text 


td 

Dear Mr. |: d 

We are taking this opportunity to advise you that your | -year 
subscription to our magazine expires in 

You may continue to receive the magazine by filling out and returning 
the enclosed coupon. a 


Yours sincerely, a 


VARIABLE TEXT 


Text name: File786V 
Comment: 786 Variables 


Mr. John Arton a 

367 High Ridge Road ¢! 
Kenmore, N.Y. 15204 ¢l 
larton !2 1 July | J 
Mr. Herbert Small «! 
3296 Wightman St. al 
Warren, OH 52077 gd 

| smai1 !3 !september ! J 
Dr. Horace Brighton Pa 
437 West 57th St. J 

New York, NY 10020 «J 
lBrighton la loctober 
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Example: Form letters: Print form letters 


1. Select Merge from the main menu. 
2. Type the names of the standard text (File786) and the variable text (File786V). 


3. Print the three letters as shown in the example. 
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Mr. John Arton 
367 High Ridge Road 
Kenmore, N.Y. 15204 


Dear Mr (Beton 
We are taking this opportunity to advise ne that your(2}year 


subscription to our magazine expires i 


You may continue to receive the magazine by filling out and returning 
the enclosed coupon... 


Mr. Herbert Small 
3296 Wightman St. 
Warren, OH 52077 

Dear Mr. Small: 


We are taking this opportunity to advise you that your 3-year 
subscription to our magazine expires in September. 


You may continue to receive the magazine by filling out and returning 
the enclosed coupon. 


Yours sincerely, 


Dr. Horace Brighton 
437 West 57th St. 
New York, NY 10020 
Dear Mr. Brighton: 


We are taking this opportunity to advise you that your 1-year 
subscription to our magazine expires in October. 


You may continue to receive the magazine by filling out and returning 
the enclosed coupon. 


Yours sincerely, 
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Example: Form letters: Create a form letter 


Merge with qualifiers 


4. Name the standard text (PROM1), adding a comment if you wish. 


2. Type the text, following the example to the right. Give a switch code command 


( Gae—GI ) at each [8] symbol. 
3. Save the text on a disk and delete it from the screen. 


4. Name the variable text (ADD1) and type the variables, following the example 
to the right. (See the module entitled ‘‘Form letters: Merge with qualifiers’. 


5. Save the text on a disk and delete it from the screen. 


4-24 


. 


Standard text name: PROM1 
Comment: PROMOTION 


| October 12, 1985 [>i] 
Dear Sir: d 

We would like to present to you our new line of office and personal stationery 
products. One of our representatives will call you within the next several 
days to make an appointment..<J 


Variable text name: ADDi 
Comment: PROM1 variables 


begin ojualiFying slrip va 
end quali Fying 
> field 2 x 4 5 i Strip 
Jacksons Ohiom Ford # 075,000 m Architect 1 
Henry Jackson ve | 
5436 Westview Road ,| 
Akron, OH 18370 4J 
T 
Williams@ North Carolinam BMW@ 050,000m Engineer! 
Mark Williams ,] 
295 Main Street al 
Elizabeth City, NC 94603 ,] 
t 
Rossim Californias Buick m 125,000m Physician! 
Frank Rossi 3! 
402 Circle Drive ,] 
Redwood City, CA 97214 4] 
t 
Furst @ Massachussetts m (@)100,000 @ Dentistt 
Robert Furst rt : 
213 Malborough Street 4] ; 
Boston, MA 20203 ,J x“ field empty 
t 
Blake m Californiam Ford m 150,000 m Executivef 
James Blake | 
35470 Osage Drive «| 
North Hollywood, CA 92505 i 
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Example: Form letters: Selective printing 


1. Select Merge from the main menu. 
2. Type the names of the standard (PROM1) and variable (ADD1) texts. 


3. Type the selection criteria. In this exercise, we will send the letter to all ar- 
chitects named Jackson. 


4. Print the text. 


5. Print the letter several more times, repeating the example from step 2 and 
using other selection criteria. You may use the ones listed below, following 
the formats shown on the right. 


a) All people named Williams 

b) All people not named Williams 

c) All residents of California 

d) All Ford owners who are not architects 

e) All addresses whose third field begins with B 

f) All addresses with numeric fields between 76,000 and 150,000. 
g) All addresses 
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Standard text name: PROM1 

Variable text name: ADD1 

Selection criteria: =Jackson = = m m =Architect ,J 
(All architects named Jackson) 


October 12, 1985 


Henry Jackson 
5436 Westview Road 
Akron, OH 18370 


Dear Sir: 
We would like to present to you our new line of office and personal stationery 


products. One of our representatives will call you within the next several 
days to make an appointment. 


Other selection criteria: 


a) =Williams SJ 

b) -Williams a 

c) m =California = | 

da) m @ =Ford w #» -Architect al 
e) = @ Bx ,I 

f) = = ® 076,000( )150,000 ,J 
gaa 
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Example: Print a text in columns: 
Fill in the header/footer pattern 


Print the text (three columns in this example) 


1. Type a text of about 20 lines, using the standard system format. 
2. Press QQGWE-ZN to position the cursor at the beginning of the text. 


3. Use the format procedure to adapt the format to the column width (25 char- 
acters). Retain the original left margin, but change the line length (25) and, 
in this case, the number of lines per page (15). 


4. Recall the “‘header/footer”’ pattern and change the following parameters: 
Number of columns: 3 
Characters between columns: 5. 


5. Exit from the header/footer pattern. As you will note from the example, the 
system separates each column by a dotted line. In addition, the column number 
is identified next to the page number. 


6. Practice moving the cursor to see how the page and/or column numbers 
change. 


7. You may print the text, if you wish. 
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Text name: COLUMN 
Comment: Column exercise 
Pitch: 12 

Column width: 25 characters 


Characters between columns: 5 


[lt 1[_____] Header position (LIC/RIAIZ): C 


Number of first page: 1 
# of pages without header/footer: 0 
Number of columns (1-4): 3 


Characters between columns: 5 


Footer position (L/C/R/AIZ): C 


I. mrgn 12 length 25 _— pitch 12 Injpg 15s. feed 1 pagelline/char 


1—1 


QQQQQQAAQQQIQAIAQQQAIAQIAQ 


QQQQQQIAQAQIAAQAIAAQQAQAQAQ 
QQaaqaaqaaaae J 

3] 

ZLZZZZZ222222 222222222222 
LLLLLLZLLLLLLLLL2L 222222222 
ZZZZZZZZ2Z2Z22222 «| 
EEEEEEEEEEEEEEEEEEEEEEEEE 
EEEEEEERRRRRRRRRRRRRRRRRR 
RRRRRRRRRRRRRRRRRRRTTTTTT 
TITTTTTTTTTTTTTTTTTTTTTTT 
TITTTTTTTTTTTTTTTTTTTTTTT 
TITTTTTTTTTTTTTTTTTYYYYYY 
YYYYYYYYYYYYYYYYYYYYYYYYY 
yyyyyyyyvy «! 


UUUUUUUUUUUUUU UU UU 
UUUUUUUUUUUUUUUUUU UU 
UUUUUUUUTIIIIIIIIIIIIIIII 
LERGEPELDRELIE LECCE EEErS 
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Example: Paragraph alignment 


1. Select Create/Modify/Print from the main menu. 


2. Name the text SLIDE and type the comment ‘‘SCRIPT”’ between quotation 
marks. 


3. Type the text, beginning with the left-hand column, giving a Ries 
command at the beginning and end of each paragraph. 


At the end of the column, press RQUiGW§Hd and type the second column 
using the same procedure. You need not press BURMA at the begin- 
ning or end of the first paragraph of the second column since it is not aligned 
with a paragraph in the left-hand column. 

4. Give the alignment command ( {igs {¥ ) and check the text on the screen. 


5. Save the text and then print it. 
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Text name: SLIDE 
Comment: “SCRIPT” 


SLIDE [y] 


Bot tttttttt ries ee 


ide 1: Overview of factory, 
owing the main gate. 


[alojt-t-t-t¢ 


Slide 2: Photograph of crowds 
at product introduction. 


Slide 3: Table of sales 
figures for the last 5 years. 


ee 


fojJtttt 


script [¥] 
el 


Good afternoon ladies and 
gentlemen. d 

I'm delighted to see the 

number of people who responded 
to our invitation. 

Before we begin, I'd like to 
give you a little bit of 
background about our company. a 


We began building this factory 
ten years ago when we had only 
27 employees. We were 
convinced then — and we 

remain so today — that our 
company would continue to 
grow. fs] 


The introduction of our first 
product was, for many of us 
here, one of the most exciting 
moments in our working lives. 


This chart will give you some 
idea of the progress — 

measured in dollars — that 
we've made over the last five 
years. I think you'll agree 
that our performance has met 

— and even exceeded — our 

most optimistic predictions. 
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Example: Use the system as a calculator 


1. With the program disk in drive A, press to access Calculate Mode. 


2. Calculate the examples on the right, following the instructions in the module 
entitled ‘‘Calculator’’. 


3. After you have done the calculations and with the program disk in drive A, 
press to exit from the calculate program. 
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Examples: 


To perform these 
calculations: 


154+5+10 
15+5—10 
3x5 
3x54+2 
34+2x5 
4—10 

100+ 15% 
5x 100+ 15% 
100 +4 
12.980 + 34 x 67.2 
25 + 0.34 


Press these keys 


5 > B > Tey 30. 
eM + fem — Betee RETURN | 10. 
38> Ey 15 
38>: fai 17. 
38 - > iy 13 
Pm — HEtoe RETURN | -6. 
100 ff 100 9 15 EER 115 
(5 Bj100) 3c 5 Bhoo) Bi> BS oo 
100 fj + Eat 25 
12.980 fj 34 Bi c7.2 Bat 2297. 
25 Wi o.34 Gy 73. 


000 
000 


+000 


000 


«000 


000 


-000 
- 000 
-000 


780 
529 


The results are 
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Example: Tables: Create boxes 
Copy boxes 
Draw lines 


Type text in a box 


1. Name a new text, assigning a comment if you wish. 
2. Access Table Environment ( (ZEN ). 


3. Use the example to practice creating boxes with frames and drawing lines. 


) Create the first box ( GaGa ) 
b) Copy it twice ( GaGa ) 


c) Create the last box 
d) Draw the horizontal and vertical lines connecting the boxes 


(@ CONTROL ge D BR 


4. Type the text in the boxes, centering each line (@). 


5. Print the text. 
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GENERAL 
MANAGER 


ENGINEERING | 


SALES 
SE Sees | 


Sa 


L__-.--_;-------1 
I 


MANUFACTURING 


Example: Tables: Create boxes in a table 
Type text in the table 


Type and solve a formula 


1. Name a new text, assigning a comment if you wish. 

2. Access Table Environment ( §£GI ). 

3. Use the example to practice creating a table: 
a) Create boxes for ‘‘miles’’, ‘‘mpg’”’ and ‘‘gal’’ ( Gai ). 
b) Type a centered heading in each box (@). 


c) Create boxes to contain the data. 
d) Type the data for the first and second columns, using decimal alignment 


(B). 
4. Print the table. 
5. Access Table environment again, then Formula environment ( qi Gi ). 


6. Calculate the gasoline consumption, using the formula F = D/E, then exit from 
Formula environment. 


7. Position the cursor in the third column and solve the formula ( Raigea A ). 


8. Print the table. 
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Example: Pre-printed forms: Program a form 


Fill in a form 


1. Select Pre-printed form from the main menu. 

2. Using a standard (8 1/2 x 11) sheet of paper, make a copy of the example and 
program the stops, keeping in mind that the positions of the fields shown on 
the example may not correspond exactly to their positions on your form. 

3. Note that the counter reflects the horizontal and vertical movement of the print 
unit, identifying the position of each stop. The other information specifies the 
type, the contents and the length of each field to be filled in. 

4. Save the form. 


5. Recall the form to the screen and fill it in ( @QiG@] ) with the data 
shown in the example. 
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z 5 1034 i] 
3. : LAST NAME 1x35 

[1034 | H 

— : ‘ FIRST NAME 1x30] 

Ts ; ZIP CODE 1x5 | 

LAST NAME: LX ; : STATE 1x2 ; 

FIRSTNAME: LX 
ZIP CODE: |X 


STATE: = 


rorm [_sox_| 
Last Name: [wueeter | 


FIRST NAME: Liou | 
zip cove: Lisaiz _| 
STATE: lea _| 
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5. TYPEWRITER MODE 


USING THE SYSTEM AS A TYPEWRITER 


These modules follow the same format as those in the section entitled Using the 
system. 
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ENTER AND EXIT TYPEWRITER MODE 


You may interrupt a word processing job and use the system as a conventional 
typewriter to address an envelope or make a brief note. The keytop designations 
are common to both Typewriter and word processing modes, while dedicated 
Typewriter Mode functions are printed to the left of the key fronts. 


M@ The system is turned on. 


Press @EvGH . 


A window that serves as a 
guide to Typewriter Mode is 
superimposed on any text on 
the screen. The contents of 
the window will be explained 
in the following modules. 


if you are reading the 
manual for the first time, 
turn to the next module. 


2 | Type your text. 


Press again to exit 
from Typewriter Mode. 


The window leaves the 
screen and the previous im- 
age is restored. 
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HOW TO SET OPERATING CONDITIONS 


Several Typewriter Mode parameters — pitch, attribute, impact, line feed — are 
already set and remain the same until you change them. This module explains 
how to change them. 


H You have activated Typewriter Mode and the following window is on the 
screen: 


TYPEWRITER MODE 


Pitch: 12 Paper opt.: a Time: — 
Attribute: xx Printer: XX2XX2XX 
Impact: (CL) Spec.cond: — Date: _ 
Line feed: 1 N Feature: XX.XX.XX 


Chars 0 MESSAGES 


Check to make sure that the 
values for these parameters 
are acceptable or change 
them by pressing the ap- 
propriate key as often as 
needed to display the 
desired value. 


. to change the print 
pitch. 


- Pail} to modify the 


character attribute at any 
time. 


- to change the 
stroke intensity. 


- to change the line 
spacing. 


10 characters/inch, up 
to 132 per line (Pica) 
12 characters/inch, up 
to 158 per line (elite) 
15 characters/inch, up 
to 198 per line 
proportional spacing, 
up to 132 characters 
per line 
automatic pitch rec- 
ognition. 
If you are using an automatic 
recognition daisy wheel, the 
correct pitch is selected 
automatically. 


Attribute: 

XX: normal 

XX: underlined 

XX: boldface 

XX: underlined boldface 


: reverse 


Impact: 

Minimum: L] 

Maximum: LI [1]. 

The impact you select depends 
on the type style you are us- 


ing. Change it only if the print , 


quality seems to require it. 


Line feed: 

1: single-spacing 

2: 11/2 spacing 

3: double spacing 

4: 21/2 spacing 

5: triple spacing 

N: Type of line feed standard 
(Normal, Ruys, Zurich, 
Legal). 


If you are using an automat- 
ic recognition daisy wheel 
(A), a message will alert 
you to deactivate it if you 
try to change the pitch. 
Press 
to delete the A. If you are 
using an international 
daisy wheel, an | simbol 
will be displayed. To delete 
this symbol, see step 3 of 
the module entitled 
“Special features’, ‘‘Inter- 
nat’! daisy”. 


The line feed standard nor- 
mally used in English- 
speaking countries is Ruys. 
If you want to change it, 
see the module entitled 
“Special Features”’. 
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PAPER HANDLING & , ©, Gis , Goes 


Once you have inserted a sheet of paper in the platen, you may use the keys 
described here to access the writing line. If the paper sensor is activated, you 
may insert the paper at any horizontal position. The system automatically adjusts 
the left margin so that the distance between the left edge of the paper and the 
left margin remains constant. 


lM The system is in Typewriter Mode and there is paper in the platen. 


1 | Press: 
- GM or &Y to move the pa- 
per up or down, respective- 
ly, a half line feed at atime. | A | or | symbol will be dis- 
played each time you press 
one of the keys. 


gy CONTROL a Sl 
to move the 
paper up or down, respec- 
tively, in micrometric steps. | A 1! or ! symbol will be dis- 
played for each command. 
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FORMAT: MARGINS AND BELL 


Before you begin to type, you must set the left and right margins as well as any 
tab stops. These parameters are called, collectively, the “format’’. When you ac- 
cess Typewriter Mode, the format available is the last one used in this mode. 
This module teaches you how to change it. 


HM You are in Typewriter Mode and at the beginning of a line. (Press 
if necessary). 


Press (eGo —amaitey . 


This deletes the existing for- 
mat, moves the print unit to 
the extreme left of the platen, 
and sets the left margin here. 
The right margin is set at the 
extreme right of the platen 
with the bell set to ring eight 
spaces from the right margin. 
This is the format available 
when the system is first in- 
stalled or after it has been 
turned off for long periods of 
time. 


Using the graduated scale as 
a reference, press the space 
bar to access the position 
where you want to set the left 
margin. 


The digits in the # field in- 
dicate the print unit position. 
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3 | Press GRANT . 


Press the space bar to move 
the print unit to the right 
margin position. There must 
be at least ten spaces be- 
tween the left and right 
margins. 


This sets the left margin. The 
Im field identifies the new left 
margin position. 


To set a new left margin to 
the left of this one, press 
BKSP & CANCEL Sivek Tefelo5 
the margin, press 

teats to override it, 
access the new margin po- 
sition with FXG eae eae 


and press FRauuIchy . 


To set a new left margin to 
the right of this one, ac- 
cess the new margin posi- 
tion with the space bar and 


press Tamil . This de- 


letes the previous margin. 


Any tab stops outside the 
new margin are deleted. 


aS SEs psoas Seg ameentaetae se? Bia Seen made SSO SS 
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5 | Press Gaiteny . 


This sets the right margin. 
The rm field identifies the 
new right margin position. 


To set a new right margin 
to the right of this one, 
press the space bar to ac- 
cess the margin, press 
CRs to override it, 
access the new margin 


position with the space bar 
and press Fa. MAGN : 


To set a new right margin 
to the left of this one, ac- 
cess the new margin posi- 
tion with the space bar or 


ie eee and press 
R. MRGN 


Any tab stops outside the 
new margin are deleted. 


If you try to set a left 
margin to the right of the 
right margin or a right 
margin to the left of the left 
margin an error message 
will alert you. 


The bell always rings eight 
spaces before the right 
margin. 


If you change the print 
pitch without changing the 
margins or tab stops, there 
will be a greater or lesser 
number of characters be- 
tween margins and tab 
stops. 


6 | Press (iat . 


The print unit slides to the left 
margin. 


— * 


am 


FORMAT: TAB STOPS 


You may set tab stops for later use in aligning words in alphabetic columns or 
numbers in numeric columns. In alphabetic columns, the tab stop coincides with 
the first character in the word. In numeric columns, the tab stop coincides with 
the decimal point. Numbers in parentheses are aligned on the close parenthesis. 


@ You are in Typewriter Mode. 


1 | Setting tab stops: Using the 
graduated scale as a 
reference, press the space 
bar to access the first tab 
stop position. 


2 | Press ; AT symbol identifies the tab 
stop. 


3 | Repeat steps 1 and 2 for 
each tab stop, up to a max- 
imum of 32. 


4 | Using tab stops: To access a 
tab stop while you are typing, 
press: 


- to align text on the 
first character, or 


- oieye—aii:} to align 


numbers on the decimal 
point. The print unit moves to the 
first tab stop. 


You may delete all tab 


stops at once by pressing 
CONTROL ges 7. CLR 


If you press @RRIS§ out- 
side of the margins, the 
bell will alert you. 

To delete a single tab stop, 
access it with and 
press 
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To correct a typing error, 


yee BKSP:& CANCEL i 


If your text exceeds the al- 
lotted space, an error mes- 
sage is displayed. Press 
Kea] to delete it and 
press Keal again if you 
want to abort the pro- 
cedure. 


5 | Type the text or numbers. | If you accessed the tab stop 


with , the text prints. If 
Ou accessed it with 

it is dis 
played on the screen but 


doesn’t print until the next 
step. 


If an entry includes both a 
decimal point and paren- 
theses, the number will be 
aligned on the decimal 
point. 


6 | To continue, press: 


- if the next entry is to 
be aligned on the first char- 
acter; 


- (eoiee§—ary:a if the next 


entry is to be aligned on 
the decimal point; 


- to go to the next 
line. 
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TYPE A TEXT AND CORRECT ERRORS ON THE TYPING LINE 


As soon as you press a key, the corresponding character prints immediately in 
accordance with the format and operating conditions in effect. You may, however, 
correct any errors on the present line because of the 256-character memory and 
correcting tape features. Error correction on previous lines is covered in a separate 
module. 


The system is in Typewriter Mode and is equipped with a suitable ribbon 
and correcting tape. 


Type the first line of text until 
you hear the end-of-line bell. 


You may type the special 
symbols on the daisy wheel 
by pressing fol- 
lowed by the appropriate 
key. 


If you make an error: 


Cie dtcccm BKSP & CANCEL 


as needed to move the 
print unit to the first incor- 
rect character. If you 
want to begin deleting 
from the last printed char- 
acters, go directly to the 
next step without press- 
gem BKSP & CANCEL I 


* Press [ea] once to 
delete a single charac- 
ter or hold it down to 
delete several charac- 
ters in sequence. 


e Type the correct char- 
acter or characters. 


¢ Repeat the first three 
steps for each character 
or series of characters 
to be deleted. 


e Return to the typing 


position. 
» 
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If you want to override the 


right margin, press 
AG. REL before {iaqui} . 


Any other key will ring the 
bell. 


2 | Continue typing until you 
reach the right margin and 
then press RETIEN to go to 


the next line. 


If you lift the typewriter 
cover or run out of ribbon 
a message will alert you. It 
leaves the screen as soon 
as the problem is cor- 
rected. 


Continue typing the rest of 
the text using the same pro- 
cedure. 
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ERROR CORRECTION ON PREVIOUS LINES 


Each time you press §jjaiiil} , the correction memory clears in order to store the 
new line. Therefore, to make corrections on previous lines, you must make them 
manually as described below. 


M@ There is an error on a line preceding the current one and the system is equip- 
ped with a suitable ribbon and correcting tape. 


Move the print unit to the first 


incorrect character using the 
space bar, the 
key and the and 

keys. 


If you are using Propor- 
tional Spacing (PS) or 
need to move the print unit 
to a position that you can’t 
access with a normal key, 
you may press to 
backspace the print unit in 
fractional steps. 


A message indicates that the 
feature is activated. 


Press Kéa] again. The message is deleted and 
the letters MAN, in reverse, 
alert you that corrections 
must be made manually. 


Type the incorrect character. | The character is deleted and 
the print unit moves to the 
right. 


Press ea]. MAN switches to normal at- 
tribute. 


Return the print unit to the If the incorrect characters 
empty space and type the are underlined or in bold- 
correct character. face, press 
to select the correct at- 
tribute before making the 
correction. 

To correct composite char- 
acters, turn to the module 
entitled “‘Composite char- 
acters’’. 


Return the print unit to the 
typing position. 
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COMPOSITE CHARACTERS 


This feature lets you type characters that are not on the daisy wheel but that can 
be created by superimposing two existing characters (® = O and /). You may 
superimpose up to four characters. 


Mi You are in Typewriter Mode. 


Type the first of the two char- 
acters. 


2 | Press 
A message identifies the 


CONTROL ges BKSP & CANCEL 
feature. 


3 | Type the second character. | The second character prints 


on top of the first. 


To delete a composite 
character on the current 
line, access the character 


and press [éa] . 


To delete it after you have 
passed this line: 


° Press Kea] . The bell 
rings. 


° Press | << | again. 
¢ Type the first character. 


Ciscoe BKSP & CANCEL 9 


e Type the second char- 
acter. 


Press Kea] : 
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CENTERING 


You may center one or more words between the margins. The words are displayed 
on the screen before they print. 


M@ You are at the beginning of a line. 


Press (aia . 


A prompt indicates that you 
are centering text. 


To correct an error on 
the screen, use 


BKSP & CANCEL 


If you exceed the available 
space, an error message 
will be displayed. Press 

to delete it and 
press Kea] again if you 
want to abort the pro- 
cedure. 


2 | Type the text to be centered. | The characters are displayed. 


3 | Press Giamuiiy . 


The centered words print. 
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RIGHT ALIGNMENT 


You may align one or more words at the right margin. 


@ You are at the beginning of a line. 


ed kerio CONTROL gag CENTER 


A prompt indicates that a 
right alignment operation is 
in process. 


To correct an error on 
the screen, use 


BKSP & CANCEL 


If you exceed the available 

space, an error message 

will alert you. Press 

to delete it and press 
again if you want to 

abort the procedure. 


2 | Type the text to be aligned at 
the right margin. 


The text is displayed. 


Press (iaiuiiy . 


The aligned text prints. 
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INDENT 


You may set a temporary left margin to the right of the original left margin. This 
feature is useful to highlight certain sections of text, align the text of numbered 
paragraphs, etc. 


M@ You are at the beginning of a line. 


Use the space bar or the 
key to access the in- 
dent position. 


Press A prompt indicates that you 
are indenting text. 
Type the text to be indented. | The text prints from the tem- 
porary left margin position. 
4 | Press | CONTROL SS INDENT | INDENT fie) 
return to the original margin. 


2 


3 


The print unit returns to the 
original left margin. 
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6. REVIEW TABLES 


SYMBOLS ON THE SCREEN 


Symbols representing word processing commands are displayed on the screen 
unless you have suppressed them with a RQiG§{} command. They occupy 
the equivalent of one character position and may be deleted as if they were 
characters. When you delete a symbol, you also delete the command that it 
represents. Several symbols require special deletion procedures which are ex- 
plained in the relevant modules. 

Carriage return. End of paragraph. 

[y] Center. Cursor moves to the beginning of the next line. 

Cl Right alignment. Cursor moves to the beginning of the next line. 

=| Begin paragraph indent. Half-line up or down. 


Close paragraph indent. The cursor moves to the beginning of the next 
line. 


Alphabetic tab command. 
Decimal tab command. 
Stop code for manual entry of variable data. 
Stop for operator intervention. 
Format change. 
[8] Switch code for form letters. 
(t] Skip code; beginning and end of qualifying strip. 
[§] Paragraph alignment. 
# Line typed in Table environment. 
= Special cursor used for creating boxes and other functions. 
* Space between characters. 
= Required space. Field separator when typing selection criteria. 
Forced page break. 
== Line identifying a forced page break. 
—— Line identifying a normal page break. 
#232 Lines separating vertical columns in the display of columnar texts. 
[_] Cursor in “Insert” mode. 
= Cursor in ‘‘Overtype’’ mode. 


OPERATOR MESSAGES 


MESSAGE 
AC: 
Are you sure? Y/N 
Arithmetic Operations Environ- 
ment (EXIT to abort) 
Autosave 


Autosave value (0-30,000) 


Awaiting operator 


Background print error 


Background printing 


Blank area left 


Blank area right 


Bold 


Box definition 


Box name 


EXPLANATION 
Identifies the contents of the accumulator. 


Asks you to confirm a command. Press to confirm the 
command or to exit from the procedure. 


You have entered a special environment that lets you calculate 
arithmetic expressions. 


Indicates during text entry that a section of text is being stored. 


Asks you to type the number of characters to be stored at 
a time during text entry. The default value is 1,000. 


An operator intervention is required in order to proceed with 
background printing. When you are ready to resume printing, 


Peles CONTROL guy PRINT Micollle\ii-remeyya RETURN i 


There is a problem with the background print procedure. 
Please read the module entitled ‘‘Background Printing’ for 
more details. 


Tells you that the print unit is being used to print a text. 


Indicates that you have inserted a blank area at the left margin 
of your text. 


Indicates that you have inserted a blank area at the right 
margin of your text. 


You have given a boldface printing command. 


Asks you to move the cursor to the position diagonally op- 
posite its present position and press (iSMUiy . Press Ei 
to abort the procedure. 


Asks you to type the name of the box on which you want to 
work and press (ISMUi§ or press [3.ui§ to abort the pro- 
cedure. : 


MESSAGE 


EXPLANATION 


Box not found! 


You entered a non-existent box name in the formula. Press 
ig , give the command to enter or modify a formula 


Q CONTROL Se F | ) and re-enter the formula correctly. 


Box without frame 


Box/line 


You have given a CONTROL gem NI command in Table en- 


vironment to create a box without a frame. 


Identifies the box name and line number at the cursor position. 


C=cpy/M = move/DEL/S = spell 
chk/I = glossary/G = new text/EXIT 


These are the options available in the Cut & Paste environ- 
ment after you have defined the text block. You may press 
uta for detailed instructions or F34i§ to return to the text. 


Can’t type here! 
Change parameters 


Changing box size 


Characters: 


Characters between columns: 


Characters in memory zone: 


Check paper 


Check print position: 
RETURN =check/X = check&mark 


Check printer 


Identifies areas of the screen in which you can’t enter text. 


Main menu selection for modifying the system parameters. 


You have given a [que command in the Table en- 
vironment to modify the size of a box. 


Tells you how many characters are stored in the glossary. 


Asks how much space, measured in characters, you want to 
leave between columns. 


Tells you how many characters are stored in this memory 
zone. 


Make sure that there is paper in the typewriter before press- 
ing Biss} to resume printing. 


You may verify the print position in one of two ways. Press 
to move to the exact print position or press to 
print an x at the print position. You may press at any 
time to abort the procedure. 


The system has located a printer fault. Make sure that the 
printer is connected properly and the print parameters are 
correct. After you have eliminated the error condition, press 


; 


MESSAGE 


Checking. Please wait. 


Comment: 


Compact glossary 


Compact glossary! 


Convert text from MWP to SWS? 


Convert text from SWS to MWP? 


Copies to be printed: 
Copy #: 


Copy a disk 


Copy box 


Copy box contents 


Copy/convert MS-DOS/SWS 


Copy text 


EXPLANATION 


The system is loading the parameters. You may continue 
working when the message leaves the screen. 


- You may type a comment to further identify your text. If there 
is already a comment, you may modify it. Press (G/U; 
to confirm the correct comment or [3,48 to return to the 
menu. 


- In “blank area’’ environment you may type a comment or 
the name of the subroutine between quotation marks. Press 
Hiaikesig to confirm or 348 to interrupt the procedure. 


Glossary menu selection for performing a compact procedure. 


You must perform a compact procedure on the glossary before 
you can add another phrase. 


Requests confirmation of a command to convert a text from 
MWP to SWS format. Press HiS0Uc§ to confirm or Fay 
to abort the procedure. 

Requests confirmation of a command to convert a text from 
SWS to MWP format. Press (jitUc§ to confirm or Fai 
to abort the procedure. 

Tells you how many copies remain to be printed. 


Identifies the copy being printed. 


Menu selection for copying the entire contents of a disk to 
another disk. 


You have given a @@e)tuiste]§—4i§ command in the Table en- 
vironment to copy a box. 


You have given a | CONTROL Se J | command in the Table en- 
vironment to copy the contents of a box. 


You have requested a copy/conversion procedure of an MS- 
DOS file to SWS or vice versa. 


Menu item for copying a text. 


MESSAGE 
Create/Modify/Print 


Create or modify a blank area 


Current: 


Cut & Paste: Define end of block 
with RETURN or press EXIT 


Daisy wheel doesn’t match 
keyboard 
Date: 


Decimal point (.) or comma (,) 


Delete a glossary phrase 


Delete box contents 


Delete disk contents 


Delete disk in drive: 


Delete text 

Destinat. text: 
Destination drive name: 
Disk error! 


Disk utilities 


EXPLANATION 
Menu selection for typing, revising and printing texts. 


You have given a | CONTROL fm K | command to open or mod- 
ify a blank area in the text. 


Identifies the note on which you are working. 


You have pressed (@Umay:Siis . Access the end of the text 


block and press (jazi) or press [G8 if you pressed the 
key by mistake. 


The country code on your daisy wheel doesn’t correspond 
to the country code of the typewriter keyboard. Insert a daisy 
wheel which matches the keyboard. 

Shows the date on which you typed the note. 

You may choose to separate whole and decimal digits with 
a decimal point (.) or a comma (,). The default value is a 
decimal point (.). 


Menu item to delete phrases from the glossary. 


You have given a | CONTROL om E | command in Table environ- 
ment to delete the contents of a box. 


Menu selection for deleting the contents of a disk. 


Asks you to type the name of the drive containing the disk 
to be deleted. 


Menu item for deleting a text. 

Asks you to type the name that you want to assign to the copy. 
Asks you to type the name of the drive to contain the copy. 
The system has identified a fault on the disk. 


Menu selection for duplicating and deleting disk contents. 


MESSAGE 
Display text list 
Do you want to print it? Y/N 


Draft (D) or Quality (Q) (I/X/Y) 


End of list 


EXPLANATION 
Main menu item for listing all of the texts in a drive. 
Asks if you want to print the list of text names. 
This message refers to the printer connected to your system. 
You may choose to print your text in draft or quality mode. 


|, X and Y refer to printer types. The default value is Q. 


The entire list has been displayed or printed. Press [iiSaUsi} 
to return to the menu. 


Enter a constant. (AC = Accumula- 
tor contents, VA = Value at cursor). 
EXIT with valid/no constant. 


You may define a constant that consists of numbers, the four 
operations (+ — * /), the percent sign, parentheses, the value 
in the accumulator (AC), the ten registers (RO-R9) and the 
value at the cursor position in the text (VA). 


Exchange boxes 


You have given a | CONTROL fe W | command in Table environ- 
ment to exchange the contents of two boxes. 


Exit from word processing 


EXIT to stop replace 


EXIT to stop/RETURN to continue 


Footer position (L/C/R/A/Z) 


Format disk 


Format disk in drive: 


Format error! 
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Menu selection for returning to MS-DOS environment. 


Indicates that you may press [348 to stop the automatic 
replace procedure. 


Indicates that printing has been interrupted. Press 730i 
to resume printing or [34i§ to stop it permanently. 


You have given a header/footer command @ CONTROL SS N | ). 
You may press {i344 for instructions on positioning the 
footer or F3G8 to return to the text. 


Menu selection for formatting a disk. 


Asks you to specify the drive containing the disk to be for- 
matted. 


- Pre-printed form: The file that you requested was not created 
in pre-printed form environment or there are physical er- 
rors on the disk. 


- Disk utilities: The system has encountered an error while 
attempting to format a disk. Press 3Qg . > 


MESSAGE EXPLANATION 


Formatting Indicates that the system is performing a formatting pro- 
cedure. 


Formatting deletes disk contents. | Asks you for confirmation of a formatting command. Press 
Confirm Y/N to confirm the command or ji to abort the procedure. 


Forms feeder not avilable You have requested the use of an optional device that is not 
connected to your system. 


Forms feeder out of paper Insert paper in the automatic forms feeder before proceeding. 


Found. Y to replace/* to replace | The system has located the matching text. You may press 
all/CONTIN SRCH/EXIT to replace it with the replace string, & to replace all 
occurrences of the matching text with the replace string, 


He NWN Ese to access the next matching text, or [Mg to 
abort the procedure. 


ec ne SE EEEEESEISIE 
Free: Indicates the number of characters still available in the 
memory. 


Glossary full! There is not enough room in the glossary to store the text 


block. Press F3qig . 


Glossary maintenance utilities Main menu item for selecting the glossary environment. 


Glossary not found! The system has not located the glossary. Press (i/3Uilt 
to return to the glossary menu. 


Glossary text name: Identifies the fixed name of the glossary — ‘‘GLOSSARY”’. 
Half line down You have given a (@e)\yii¢]§—} command to print a sub- 
script. 


Half line up You have given a command to print a super- 
script. 


You have given a header/footer command AF contro: BN] ). 
You may press {laa for instructions on positioning the 
header or (348 to return to the text. 


Header position (L/C/R/A/Z) 


Asks you to type a number representing the height of the blank 
area in number of linefeeds. » 


Height in number of linefeeds 
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MESSAGE 
How many copies? 


How many decimal places? (0-9) 


Hyphenation 
Indent in effect 
Insert 

Insert destin. disk 


Insert disk! 


Insert form correctly 


Insert program disk 


Insert source disk 


Insufficient space! 


Invalid block! 


Invalid text! 


Is glossary disk inserted? 


Jam in sheet feeder 


|. feed 
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EXPLANATION 
Asks you to type the number of copies you want to print. 


You may set the number of decimal digits to be printed in 
the results of arithmetic operations. 


The cursor indicates a hyphen position. 

You have given an indent command. 

The system is operating in insert mode. 

Asks you to insert the disk to contain the copy. 
You must insert the disk before proceeding. 


Asks you to insert the form in exactly the same position as 
it was when you defined the stop codes. 


You must insert the program disk before proceeding with the 
procedure. 


Asks you to insert the disk containing the text or texts that 
you want to copy. 


There is not enough room in the working memory to recall 
the text. Press rex] 


The system can’t accept this section of text as a text block. 
Press (gi3MUaiy and define the end of block again. 


The text was not entered with the word processing (SWS) pro- 
gram. Press and make sure you typed the text name 
correctly. 


Make sure that the disk containing the glossary is inserted 
in the system. 


Clear the paper jam in the automatic sheet feeder before pro- 
ceeding. 


Identifies the line feed value on the format line. 


& 


MESSAGE EXPLANATION 


Il. mrgn Identifies the left margin on the format line. 
length Identifies the line length on the format line. 


Length exceeds platen The line length is too long for the platen of the printer you 


Line length too long! 


Line length too short! 


Line length too short for table! 


Lines per page in list: 


List continues. Press RETURN or 
EXIT 


List glossary phrases 


In/pg 


Loading: 


Loading text to print 


Manual (M)/Forms (S)/Sheets 
(A/D/F) 


Margin offset value: 


are using. Change the line length before printing the text. 


The line length is not consistent with the left margin and pitch 
values. 


The line length is not consistent with the left margin and pitch 
values. 


You have attempted to shorten the line length in a text con- 
taining a table whose line length is longer. Press [3uMg and 
re-enter the line length. 


Asks how many lines you want to print per page when you 
print the text list. 


Indicates that there are more items in the list. Press (gli 
to continue or [ulm to return to the menu. 


Glossary menu selection for listing the phrases. 
Identifies the number of lines per page on the format line. 


Identifies the text that is being transferred to the working 
memory. 


In a background print procedure, indicates that the system 
is loading the text to be printed onto the disk. 


You may choose to feed paper manually (i ), with an au- 
tomatic forms feeder (8 ), with an automatic sheet feeder 
(ii ), with a single-bin sheet feeder (gy ) or a dual-bin sheet 
feeder (Bo ). The default value is M. 


Asks you to type the number of spaces that you want to shift 
the left margin to the right. » 


MESSAGE EXPLANATION 


Matching text not found! There is no text that matches the search string. Press 


Alerts you that the system cannot load the texts that you want 
to print in two columns. Press [3Qg . 


Mem. insuff. for 2 texts 


Memory full! Delete the table or | There is not enough space in the working memory for the text 
store it with a new name. and the table. You may either store part of the text as a 
separate text or delete part of the table. 


Memory full! Press DELETE. The working memory is full. Press Kea] and transfer all or 
part of the text to a disk. Remember that [b)aai3 refers to 


the [ea] key. 


Merge Menu selection for merging a standard text with a variable 
text to print form letters. 


Move box You have given a | CONTROL fm C | command in the Table en- 
vironment to move a box. 


Name exists! Press RETURN or | Indicates that there is already a text stored with this name. 
EXIT Press {iS3UUi} to delete it and store this one instead or press 
lg to type a new text name. 


New text name! Indicates that there is no text stored with this name. 

Not enough space to compact! There is not enough space on the disk to compact the 
glossary. Press to return to the menu. 

Not possible! EXIT/RETURN =0 Indicates that one of the lines in the table contains non- 


numeric data which can only be calculated if converted to 0. 
Press [3Q)§ to re-type the line or press Gla@iUii} to make 
the contents equal zero. 


Notepad: Identifies the name of the notepad. 


Number of columns (1-4): Type the number of columns in which you want the text to print 
and press RISMUiN) or press [3Q§ to abort the procedure. 


Number of first page: Type the number that you want to print on the first page. 
Operation error! - One of the line numbers in the formula cannot be used in 


calculating the result. 
- There is a format error in the qualifying strip. 
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MESSAGE 


Operation impossible! 


EXPLANATION 


You have changed the formula in such a way that the calcula- 
tion can not be done. Press [jg and check to make sure 
that the formula is entered correctly. 


Operator interruption Indicates that printing has stopped because of an operator 


command. Press [GlagUiil} to resume printing or F34ig to 
stop it permanently. 


Optimiz. %: Identifies the percentage of usable space in the glossary. 


Original format? Y/N 


Asks if you want to insert the text with the format in which 
it was stored ( ig ) or with the format of the text on the screen 


(MI). 


oO You have pressed the f@Qs8IN3 key to draw lines and cor- 


utline environment (EXIT to 
abort) 


ners. 


Overtype The system is operating in overtype mode. 


page/line/char Identifies the position of the cursor. 


Phrase name: 


Asks you to assign a name to the phrase for insertion in the 


glossary. 


Phrase not found 


Indicates that the glossary contains no phrase with the name 


you typed. Press : 
Phrases: Tells you how may phrases are in the glossary. 


pitch 
Please wait. Don’t press any key. 
Pre-printed form 


Pre-printed form: 


Identifies the pitch in the format. 
Alerts you that the system is performing a function. 
Menu item for selecting the pre-printed form environment. 


Asks you to type a name for the form you are preparing. 


Press L for left or R for right Asks you to indicate whether you want the blank area at the 


Print as: U = one doc./M = separate 


fo} 
left (a ) or right (i ) margin. 


Asks if you want to print the texts as a single document 
(0 ) or as separate texts (0 ). > 
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MESSAGE 


Print glossary phrases 


Printer busy 


Printer failure 


Print zero (Z) or leave blank (N) 


EXPLANATION 


Glossary menu item for printing the phrases in the glossary. 


If the result of an arithmetic operation is zero, you may choose 
to either print a zero or leave a blank space. 


You have requested a print function while the printer is in use. 


There is a failure is one of the printer components. Turn the 
system off and on again. If the message is displayed again, 


place a service call. 
Printer not available Tells you that the printer is in use. 


Printing: 


Printing options 


Identifies the text being printed. 


Menu item for selecting special printing features. 


Recall X,Y,Z format? Asks if you want to recall one of the three stored formats. 


Register operations 


You have pressed R | in the Arithmetic Operations environ- 
ment. 


Return to main menu Sub-menu selection to return to the main menu. 


Reverse 
Save in alternate format? Y/N 


Save in ASCII format? Y/N 


Searching for text 


Select 10 pitch 
Select 12 pitch 
Select 15 pitch 
Select PS 


Selected field(s): 
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You are typing your text in reverse. 
This message is available for future expansion of the system. 


Requests confirmation of a command to save a text in ASCII 
format. 


Tells you that the system is locating the text whose name you 
entered. 


Asks you to make sure that the daisy wheel pitch matches 
the pitch used in your text. Press (ilSUiM} to delete the 
message. 


Identifies the field or fields to which the selection criteria are 
being applied. , 


MESSAGE EXPLANATION 


You may request that numbers be printed with commas to 
separate the thousands. The default value is N. 


Separate thousands? (M=yes/ 
N=no) 


Sheet feeder not available You have requested the use of an optional device which is 


not connected to your system. 


Source drive name: Asks you to enter the name of the drive containing the disk 
to be copied. 

Source text: Asks you to type the name of the source text in a copy pro- 
cedure. 

Space remaining: Tells you how much memory is still available. 

Standard text name: Asks you to type the name of the standard text in a merge 


procedure for printing form letters. 


Stop code limit! Alerts you that you may not enter any more stop codes. 
Stop at pitch change? (Y/N/A) Asks if you want to stop printing your text ta change the pitch. 
Press with this message on the screen for a detailed 


explanation of the alternatives. 
Store? (Y/N) Asks if you want to store the text or parameters you entered. 


Store in zone #: Asks you to enter the number of the memory zone (0-9) in 
which you want to store the text or command sequence. 


Store X,Y,Z format? Asks if you want to store the format in one of the three for- 
mat storage areas. 


SWSMSG not found! Alerts you that the message file was not loaded. 


System error 


A fault has been identified. Turn the system off and on again. 
If the message is displayed again, place a service call. 


System failure There is a failure in the component identified on the screen. 
Turn the system off and on again. If the message is displayed 


again, place a service call. > 
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MESSAGE EXPLANATION 


TAB for background print Tells you that you may activate background printing by press- 
ing BE . 

Table Tells you that the cursor is positioned on a table. 

Table environment You have pressed @E\J83 to access Table environment. 

Table line/char. Identifies the line and character of the table on which you are 
working. 

Text in what language? (0-9) Asks for the language of the text you want to hyphenate. 

Text not found! The system has not located a text with the name that you 
typed. 

Text(s) to print: Identifies the text or texts to be printed. 

This is a new form! Indicates that there is no pre-printed form stored with this 
name. \ 

This is an ASCII text Identifies a text in ASCII format. 

Time: Shows the time at which you typed the note. 


Seen eee 
Type and calculate arithmetic ex- | You have pressed the {@N§@ key to perform arithmetic 
pressions (+,—,*,/,(),%) or EXIT | operations. 


Type drive name Asks you to type the letter representing the drive. 


Type drive name for temporary | Asks you to type the name of the drive containing the disk 
glossary file to be used for temporary storage in a glossary compact pro- 
cedure. 


Type name or value of subroutine | Asks you to type the name or number of the program you want 


to use as the “‘illustration’’, when filling in a blank area. 


Type of daisy wheel (I/N/A) Asks you to specify the daisy wheel you are using 
(l=international, N=national, A= Automatic pitch recogni- 


tion). The default value is A. 


Type page number Asks you to type the number of the page that you want to ac- 


cess and press GiSqUiy . : 
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MESSAGE 


Type replace string 


Type search string 


Type selec. criteria 


Type text name 


Typewriter (TPW) or Printer (AUX) 


Underlined 
Underlined bold 
Used: 

Value at cursor: 
Variable text name: 


Wait! 


Width in number of characters 


Y =print/N =verify/EXIT 


Your notepad contains xx notes 


Zone #: 


# of pages without header/footer 


EXPLANATION 


Asks you to type the characters that you want to substitute 
for the characters in the text. 


Asks you to type the characters that you want to search for, 
confirming with , or just press to confirm 
the search string on the screen. 

Asks you to type the selection criteria for merging your stan- 
dard text with selected variables. Press PAELP for detailed 
instructions or press if you want to print all of the 
variables. 


Asks you to type the name for a new or existing text. 


Asks if you want to print the texts on a typewriter or an aux- 
iliary printer. The default value is TPW. 


You have given an underline command. 

You have given an underlined boldface command. 

Tells you how many notes you have used. 

Identifies the value at the cursor position (VA). 

Asks you to type the name of the text containing the variables. 


Indicates that the system is functioning. You may continue 
typing as soon as the message leaves the screen. 


Type a number representing the width of the blank area in 
number of characters. 


Press to print, rN to verify or [24g to abort the proce- 
dure. 


Tells you many notes are in your notepad. 


Type the number of the memory zone whose contents you 
want to recall. 


Type the number of pages that you want to print before the 
header/footer begins printing. 


6-15 


KEYS AND FUNCTIONS 


This table shows each key and describes its primary function. Several keys may 
also be used for other functions or MS-DOS procedures. When necessary, these 
are decribed in the relevant module. 


KEYTOP KEY FRONT 
(WP MODE) (TPWR MODE) 
CHAR ATTRIB 


Q 


4 mn 
p> > 
o cn 
QO 
= 
pan 


CUT & PASTE 


ORMA MRG.RE 


rc 


on aS 
m b= 
m oO 
o <7 


MEM ZONES 


OUTLINE 


NOTEPAD REPEAT 


FUNCTION 


Establishes the pitch (number of characters per inch) 
in the printed text. 


Activates Table environment. 
TPWR: Sets the left margin. 


Establishes the character attribute (e.g. bold, underlined, 
etc.). 


Sets the keyboard for use as a calculator. 
TPWR: Sets the right margin. 


Used to define a block of text. 
TPWR: Adjusts stroke intensity. 


Establishes the margins, tab stops and other format 
parameters for the text. 
TPWR: Bypass one of the margins. 


Accesses the memory zones for storing a text or com- 
mand sequence. 
TPWR: Establishes the line spacing of the printed text. 


Activates Outline environment for drawing lines. 
TPWR: Sets a tab stop. 


Accesses notepad environment for typing and display- 
ing brief memos. 
TPWR. Repeats the action of the last key pressed. 


Displays the current date and time. 
TPWR: Clears a tab stop. 


Positions the cursor on the next tab stop in the format. 
TPWR: Positions the print unit on the next tab stop in 
the format. > 


KEYTOP 
(WP MODE) 


BKSP & CANCEL 


a 


(‘‘delete’’ key) 


BEG. OF LINE 


CONTIN SRCH 


KEY FRONT 


(TPWR MODE) 


RVRSE INDEX 


SENSOR OFF 


SENSOR ON 


FUNCTION 


Cancels the character to the left of the cursor position. 
TPWR: same. 


Activates the numeric keypad to the right of the 
keyboard. 

TPWR: same. 

Initiates the text printing procedure. 

Activates Typewriter mode. 

Sets the keyboard to type the symbols on the expand- 
ed keyboard. 

TPWR: same. 


Deletes the character at the cursor position. 
TPWR: Deletes the character at the print unit position. 


Shifts the cursor to the beginning of the current line. 


Moves the cursor up one line. 
TPWR: Moves the paper up one line. 


Moves the cursor one screen page towards the begin- 
ning of text. 


Repeats a search for text matching a search string. 


Moves the cursor one character to the left. 
TPWR: Deactivates the automatic positioning feature. 


Temporarily shifts the left margin to the right. 
TPWR: same. 


Moves the cursor one character to the right. 
TPWR: Activates the automatic positioning feature. 


Initiates a search for text matching a search string. 
Used to enter a manual line feed and carriage return 


and to confirm commands. 
TPWR: Line feed and carriage return. 
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KEYTOP 


(WP MODE) 


END OF LINE 


_- 


SCREEN DOWN 


(7p) 
S 
4 
m 


EXIT 


INSERT/O’TYPE 


QoQ 


| oF EI Eig R 
5 = 

m 

be] 

—j «Of 


PAPER O 


ONTRO 


KEY FRONT 
(TPWR MODE) 


INDEX 


FUNCTION 


Positions the cursor on the last character of the current 
line. 


Moves the cursor down one line. 
TPWR: Moves the paper down one line. 


Moves the cursor one screen page towards the end of 
text. 


Transfers the text on the screen from the working 
memory to a disk. 


Aborts procedures or commands. 


Switches back and forth between insert and overtype 
modes. 


Centers words or phrases between the margins. 
TPWR: same. 


Activates the automatic paper handling keys and 
commands. 
TPWR: same. 


Performs special functions when pressed with other keys. 


Gives an on-screen explanation of the current procedure. 


After a (@eltiite]§—ge\el command, displays the reg- 
ister contents. 


After a (ee)iiite/§—feike command, lets you type a 


constant. 


After a (ee)\uis{e)—te'\eg command, calculates the re- 


sults of a formula. 


After a (ee)\iiste)—ae\eq command, deletes the value 
in the accumulator. 


After a (ee)tgiste]§—gef-\eg command, provides an arith- 
metic total. 


Me 
ss 
ro) 


KEY AND FUNCTIONS 


Keys used with in Word Processing Environment. 


Delete a word 


Half line down 


Paragraph alignment 


Delete variables 


Half line up 


Find next stop code 


Insert text 


Hyphen position 


Deletes the word at the cursor position. 


Characters following this command will print below the writing line. 


Defines the first and last characters of text sections to be printed 


in two columns. 


Deletes the variable data from all stop codes in a text. 


Characters following this command will print above the writing line. 


Accesses the next stop code for variable data entry. 


Inserts a text block previously defined in the Cut & Paste en- 


vironment. 


Enters a hyphen in a text. 


Recall glossary phrase 


Recalls a glossary phrase for insertion in the text on the screen. 


Justify/ragged 


Establishes either a justified or a ragged right margin. 


Blank area environment 


Defines a blank space for later insertion of text, illustrations, etc. 


Batch alignment 


Aligns a two-column text that has been typed with special align- 
ment commands @ CONTROL Be C| ; ). 


Mt] Executes the automatic hyphenation feature (if available) on the 


Automatic hyphen 


Header/footer 


line at the cursor position. 


Lets you define a header or footer to print on each page of text. 


r 
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Delete line 


Verify print position 


Quit text 


Switch code 


Check print position 


Skip between columns 


Skip code 


Insert stop code 


Blind/reveal 


Stop print 


Restore video 


Fill blank area 


Go to beginning of text 


Go to end of text 


SCREEN DOWN 


Go to page number xx 
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Deletes the entire line of text at the cursor position. 

Lets you see where the character at the cursor position will print. 
Deletes the text from the screen and working memory without stor- 
ing it. 

Inserts a switch code for later merging of standard and variable 
texts. 

Prepares the system to verify the print position. 

Switches back and forth between columns in a paragraph align- 


ment procedure. 


Inserts a ‘‘skip this variable’ command in a list of variables. 
Inserts a stop code for variable data entry. 
Lets you display text either with symbols (reveal) or without them 


(blind). 


Stores a stop print command to permit operator intervention dur- 
ing printing. 


Restores a text to the screen after it has been replaced by a prompt 
from another environment (e.g. Communications). 


Inserts text in a previously-defined blank area. 
Positions the cursor on the first character in a text. 
After the (¢Qf8i3 key is pressed, draws vertical lines. 


Positions the cursor on the last character of the text. 
After (QIN is pressed, draws vertical lines. 


Positions the cursor on the first character of a selected page. 


RETURN Inserts a forced end-of-page command. 


Forced page break 

CENTER Aligns the line of text at the right margin. 
Right flush 

Used to enter a search/replace string. 


Search and replace 


> Modifies the character attribute from left to right. 
Modify attribute to right After (@U8i\i3 is pressed, draws horizontal lines. 
€ Modifies the character attribute from right to left. 
Modify attribute to left After (U8 is pressed, draws horizontal lines. 
PRINT Stops printing temporarily. 


Accesses the Arithmetic Operations environment for performing 
Arithmetic operations calculations. 


Inserts contents of the accessed memory zone in the current text. 


H88..0 


Recall memory zone contents 


TAB Aligns numbers on the decimal point. 
Decimal tabulation 


INDENT. Closes any open indent in the text. 
Close indent 
Inserts a fixed space in the text. 


Required space 


BKSP & CANCEL 
Backspace one parameter 


Positions the cursor on the previous parameter. 


BEG. OF LINE Inserts the upper right corner of a rectangle in Outline Environment. 
Upper right corner 


END OF LINE Inserts the upper left corner of a rectangle in Outline Environment. 
Upper left corner 


SCREEN UP Inserts the lower right corner of a rectangle in Outline Environment. 
Lower right corner 


SCREEN DOWN Inserts the lower left corner of a rectangle in Outline Environment. 
Lower left corner 
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KEYS AND FUNCTIONS 


Keys used with in Table Environment. 


Delete box line 


Box with frame 


Move box 


Draw lines 


Delete box contents 


Enter/modify formula 


Line below 


Change box size 


Delete frame 


Copy box contents 


Add line to box 


Add frame 


Calculate result 


Box without frame 


6-22 


Deletes the line at the cursor position. 


Creates a box with a frame. 


Moves the box at the cursor position to another location in the table. 


Activates the cursor keys to draw horizontal and vertical lines in 


a table. 


Deletes the contents of the box at the cursor position. 


Type or modify a formula. 


Insert a line below the cursor position. 


Change the dimensions of the box at the cursor position. 


Removes the frame from the box at the cursor position. 


Copy the contents of a box into another box. 


Type a line in a box. 


Draw a frame around a box without a frame. 


Calculates the result of the formula you entered with 


Create a box without a frame. 


0] Deletes the line at the cursor position. 


Delete lines 
| Copies a box from one position in the table to another. 
Copy box 


Add a line above the cursor position. 
Line above 
Delete the box at the cursor position. 
Delete box 


Exchange two boxes in a table. 


Exchange boxes 


Positions the cursor on the first character in a table. 


Beginning of table 


ee a 


Positions the cursor on the last character in a table. 
End of table 

Modifies the character attribute from left to right. 
Modify attribute to right 

Modifies the character attribute from right to left. 


Modify attribute to left 
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TECHNICAL DATA 


System unit Keyboard Screen 
Height (mm) 268 
Width (mm) 302 
Depth (mm) 314.5 
Weight (Kg) 6.3 


* Includes paper support ** Attached to the system unit 


Voltage and tequency | Tw | Pon _| 
ioov- com | ie 
riaov= sone | dao 
[azov- sone | | ee 
faaov= sore |__| a8 | 
fneveets | es, 


This equipment conforms to EEC Directive 82/499 regarding the prevention and 
elimination of radio frequency disturbances. 


Electrical specifications 


The table to the right lists all of the versions 
in which this product is manufactured, in 
accordance with national electrical 
standards. 


This equipment generates and uses radio frequency energy and if not installed 

and used properly, i.e., in strict accordance with the operating instructions, 

reference manuals, and the service manual, may cause interference to radio or 

television reception. It has been tested and found to comply with the limits for 

a Class B computing device pursuant to Subpart J of Part 15 of FCC Rules, which 

are designed to provide reasonable protection against such interference when 

operated in a residential installation. If this equipment does cause interference 

to radio or television reception, which can be determined by turning the equipment 

off and on, the user is encouraged to try to correct the interference by one or 

more of the following measures: 

reorient the receiving antenna 

e relocate the equipment with respect to the receiver 

® move the equipment away from the receiver 

¢ plug the equipment into a different outlet so that equipment and receiver are 
on different branch circuits 

¢ check that PC board mounting screws, connector screws, and ground wires 
are well secured 

e check that PC board slot covers are in place when PC boards are not mounted 

If necessary, the user should consult the dealer for additional suggestions. The 

manufacturer cannot be held responsible for the interference caused by 

unauthorized modifications to the equipment. 

Connecting of peripherals not supplied by the manufacturer to this equipment 

requires the use of grounded shielded cables. 
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7. SUPPLIES 


©) 


DAISY WHEEL 


You may change the character style or print pitch at any time by selecting one 
of the many daisy wheels available. A daisy wheel adapter is used to simplify 
insertion in the print unit. The adapter may already be attached to the daisy wheel 
(as it is on the daisy wheel supplied with the system) or may be ordered separately 
if needed. Follow the instructions on the back of the daisy wheel envelope. 


@ At any time after you have opened the cover or reached a ‘‘stop for operator 
intervention’. 


Lift the system cover. 


A prompt indicates that the 
cover is open. 
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2 | Lower the print unit as shown 
in the drawing. 


3 | Remove the daisy wheel. 


4 | Place the new daisy wheel in 
position. 


5 | Return the print unit to its 
original position. 


6 | Lower the cover and con- 
tinue typing. The daisy wheel is auto- 
matically positioned correct- 
ly. The system beeps and the 
prompt is deleted. 


RIBBON CARTRIDGE . 


Several ribbon types are available to guarantee aesthetically pleasing copy. You 
should get in the habit of changing the ribbon not only when the old one runs 
out but also when a particular job requires a different ribbon type. 


@ At any time. 


1 | Lift the cover. 


A prompt indicates that the 
cover is open. 


Move the tension pin (A) to 
the left and pull the cartridge 
release (B) towards you. 


Remove the ribbon cartridge 
from its housing. 


Insert the exposed ribbon of 
the new cartridge in the 
guides between the platen 


and the daisy wheel. 


Press down on the front of 
the cartridge until it clicks in- 
to place. 
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Push the tension pin (A) to 
the left as far as it will go and 
then release it. Return the 
cartridge release (B) to its 
original position. 


CORRECTING TAPE 


You may correct typing errors with the proper type of correcting tape for the rib- 
bon you are using. The correcting tape is used only when the system is in 
Typewriter Mode. 


@ At any time. 


Lift the cover. 


A prompt indicates that the 
cover is open. 


left bobbin so that the tape 
unwinds toward the front of 
the system. 


Wind the tape around the 
left-hand tape guide and be- 
tween the metal separator 
and the card index. 


Wind the tape around the 
right-hand tape guide. 


Place the ridged spool on the 
right-hand pin. 
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Wind the right-hand spool in 
the direction of the arrows 
unitl the tape is taut. 


8. INDEX TO SYSTEM OPERATING 
PROCEDURES 


O 


INDEX TO SYSTEM OPERATING PROCEDURES 


Arithmetic operations: Accumulator . s 
Arithmetic operations: Registers and accumulator 
Arithmetic operations: Type and calculate constants . 
Arithmetic operations: Using the accumuiator . 
Automatic hyphenation . 

Background printing . 3 

Blank areas: ASCII and PIXEL subroutines . 

Blank areas; Create a blank area 

Blank areas: Delete a blank area 

Blank areas: Insert an illustration 

Blank areas: Modify a blank area 

Blind/reveal . 

Calculator 

Centering 

Clock: Display the date and time 

Configuration parameters . ea ea ee 
Convert an MWP text into an SWS text and vice versa 


Copy a text on the same or another disk (single disk drive) . 


Copy a text on the same or another disk (two disk drives) 
Cut and paste: Copy a text block 
Cut and paste: Create a text block . 
Cut and paste: Delete a text block . 
Cut and paste: Move a text block 
Cut and paste: Store a text block 
Delete a text from a disk 

Delete all texts from a disk 

Delete words or lines : 
Disk duplication (single disk aay 
Disk duplication (two disk drives) 
Display and print the text list . 


3-125 
3-128 
3-130 
3-127 
3-55 
3-85 
3-122 
3-117 
3-121 
3-123 
3-120 
3-36 
3-103 
3-11 
3-102 
3-170 
3-165 
3-92 
3-90 
3-47 
3-46 
3-49 
3-48 
3-50 
3-96 
3-97 
3-35 
3-95 
3-94 
3-88 
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Exit from the SWS program to MS-DOS . 


Extension to a text name 


Fast access to a page number . 


Fast access to beginning or end of text . 
Fast access to the beginning or end of aline . 


Forced page break 
Form letters: Create form letters 


Form letters: Manual entry of variables 
Form letters: Merge with qualifiers . 
Form letters: Print form letters 

Form letters: Selective printing 

Form letters: Skip variables 

Format a disk 


Glossary: 
Glossary: 
Glossary: 
Glossary: 
Glossary: 
Glossary: 
Glossary: 


Compact procedure 
Delete a phrase . 
Glossary submenu . 
List of phrases 

Print the list of phrases 
Recall a phrase . 
Store a phrase 


Half line up and down 


Header/footer 

Help messages Seg es 
How to turn the system on and off . 
Hyphenation 


Indent . 


Insert/overtype modes 


Main menu: Selecting an operation 
Margin offset 


Memory zones: Recall the contents of a memory zone . 
Memory zones: Store and modify characters in a memory zone 
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MS-DOS printer control . 
Name a text 
Notepad: Create notes . 


Notepad: Display, modify and delete notes . 


Numeric keypad 

Outline 

Page up and down 

Paper handling . 

Paragraph alignment 

Perfect right margin . wees 
Pre-printed forms Add or delete a field 
Pre-printed forms: Fill in a form . 
Pre-printed forms: Modify the program 
Pre-printed forms: Program a form . 
Pre-printed forms: Verify the program . 
Print a text . 

Print a text in columns . Sac 
Program disk insertion/Loading the program 
Quit a text 

Recall a format. 

Recall a text block 

Recall a text to the screen. 

Replace text with a replace string . 
Required space 

Restore the image 

Right alignment 

Save a text . : 

Save a text in ASCII format 

Search text with a search string . 
Sequential printing 

Special features 


3-179 
3-7 
3-105 
3-106 
3-104 
3-110 
3-39 
3-16 
3-80 
3-13 
3-158 
3-162 
3-157 
3-152 
3-160 
3-18 
3-76 
3-3 
3-20 
3-27 
3-51 
3-21 
3-44 
3-29 
3-177 
3-12 
3-14 
3-164 
3-42 
3-78 
3-167 
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specialusymbolSe=.2 = he 


Status lines 3 and 4: Set and store a format 


Stop for operator intervention . 


Tab stops. 


Tables: 
Tables: 
Tables: 
Tables: 
Tables: 
Tables: 
Tables: 
Tables: 
Tables: 
Tables: 
Tables: 
Tables: 
Tables: 
Tables: 
Tables: 
Tables: 


Access table environment . 

Add a blank line 

Change box size 

Copy a box . 

Copy box contents. coe eee 
Create boxes with or without frames 
Delete a box. 

Delete a line from a box. 

Delete box contents . : 
Draw horizontal and vertical lines 
Exchange boxes 3. ane 
Increase and decrease table height. 
Move a box . 

Solve formulas . 

Type formulas 

Type text in a box . 


Type a text . 


Underlined, Boldface, Underlined boldface and reverse characters. 


Verify a text name 
Verify the print position . 
Write protect a disk . 
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NOTICE 


Ing. C. Olivetti & C., S.p.A. reserves the right to make improvements to the prod- 
uct described in this manual at any time and without prior notice. 


The information in this manual is guaranteed to be the most recent available as 
of its issue date and its proper use is the responsibility of the customer. 


Olivetti provides no guarantee (with particular regard to any errors or operating 
difficulties) and assumes no responsibility for direct or indirect damage resulting 
from the use of this documentation. 


All documentation is copyrighted. 
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